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Book One 


Launching Yourself Into A New Career 
Don't Just Study The “Glamorous” Topics 


In your hands is a detailed and comprehensive refer- 


ence guidethat contains all the information you needed to 
launch yourself into an exciting new career as a private 
investigator. You will no doubt be eager to go straight to 
the “glamorous” topics. But you will not be fully equipped 
to tackle the exciting assignments that come your way un- 
til you can answer all of the questions listed below. So read 
the "boring bits" too, and then you will be able to give an 
authoritative answer to these questions, and many more: 


Legal And Other Pitfalls 


Is it always illegal to impersonate someone? 
Is insurance against trespass possible? Or necessary? 


When must you caution a witness or an accused per- 
son? 


What should you do if asked to trace a kidnap victim? 


What is a "penal order" and can someone be sent to jail 
for not obeying one? 


When can goods not be repossessed by a debtor? 


When must a parent have legal custody to recover an 
abducted child? 


Summonses And Other Documents 


What is process service, and why should you know how 
to do it? 


What are Garnishee Orders and Mareva Injunctions? 


When can you leave documents on the outside of a door 
if instructed to serve them? 


Where must you not hand legal documents to anyone 
when serving them? 


Which legal document cannot be served on a solicitor? 


When do you have to give someone money at the same 
time as serving a summons? 


What is an affidavit, and how can you swear one in 
English abroad? 


Surveillance And Investigative Techniques 


What points would you check if asked to vet someone 
in an industrial espionage case? 


How do you go about tracing a runaway teenager? 
How do you prove deception in an insurance claim? 
What aids are available for night-time surveillance? 


How do you overcome problems of surveillance on 
public transport, including aircraft? 


What equipment is readily available to bug someone at 
the other side of the world? 


What electronic surveillance device can be left in a 
person's home or office without arousing suspicion? 


How do you protect yourself or your client from elec 
tronic eavesdropping? 


Sources Of Information 


Where can you find a list of people living at an ad- 
dress? 


How do you discover a person's location just from the 
postcode or telephone area code? 


Where can you find names and phone numbers of firms 
listed street by street? 


How do you go about making financial checks on a 
person? 


Where can you find names and addresses of the direc- 
tors of a company? 


How can you discover the registered owner of a car, 
and why might it be preferable for your client to carry 
out the enquiry? 


How can you do an instant phone check to find out if a 
car is being bought on hire purchase? 


Where can you find the name of the registered owner 
of a property and whether a charge for debt is register- 
ed against it? 


What is the best source of many types of information, 
and completely free? 


Evidence, Statements And Reports 


What simple errors could make a statement invalid as 
evidence? 


When is evidence on video better than photographs or 
your testimony? 


What does "sitting behind" a barrister mean? 


Readily Available Work And Ensuring You 
Receive Payment 


Which firms are most likely to give you assignments, 
even though you have little or no experience? 


What type of work is easy to find within weeks, or per 
haps days, because many private investigators do not 
want it? 


Where are you most likely to be offered undercover 
work? 


What are “means reports”? How and why can you make 
money from them? 


Why are private clients and divorce cases not likely to 
provide much work? 


How can you ensure quick payment and reduce the risk 
of nonpayment? 


Information In Small, Manageable Chunks 
- Don't Skip Anything 

There is a lot of ground to cover, but it is served up to 
you in small, easy-to-digest chunks. Having read the bits 
that interest you most, just start at the beginning and work 
your way through, resisting the temptation to skip the rou- 
tine parts. 


Questionnaires To Check Your Knowledge 


After each section is a questionnaire to check your grasp 
of the information that you have just absorbed. If you make 
a mistake or do not know the answer to a specific question, 
put a mark against it and read the section again. Only when 
you have answered all the questions correctly should you 
move on to the next section.These questionnaires also serve 


as reference pages if you are unsure of some point in the 
future. 


The twilight world of the private investigator is much 
misunderstood by outsiders. Success depends on knowl- 
edge of mundane details like serving legal documents cor- 
rectly, preparing concise, accurate reports, and taking state- 
ments which will not be ruled invalid as evidence on a tech- 
nicality. 


Fully Equipped To Set Up In Business 

Armed with the practical information we provide, you 
will be fully equipped to set up in business as a private 
investigator, without the need for a licence or any further 
training. 


How To Find Work 
First Assignments Likely To Be Routine 


“Private Investigator" is a title which can be used by 
anyone in Britain at present, without a licence or special 
training. This designation sounds much better than "pri- 
vate detective", particularly on the identification card it is 
advisable to carry, incorporating your photograph. Get a 
"quick print" shop to produce a small batch of I.D. cards 
for you, so that they look professional. But in other coun- 
tries a licence is needed, and eventually a registration sys- 
tem may well be introduced in the United Kingdom, too. 
Bear this in mind in all your dealings with people. Earn a 
reputation for always behaving ethically, despite the slightly 
underhand methods which are sometimes necessary to ob- 
tain information. This could be essential if you have to ap- 
ply for a licence one day. 


Routine Work Easily Obtainable 


The assignments you will obtain most easily are the 
routine. everyday tasks which we explain in detail to en- 
able vou to perform them with complete confidence: 


* Process service 

* Repossession of goods 

* Means reports 

* Tracing people and assets 


Some may be a combination of all of these. 


Not the glamorous lifestyle you imagined? No, but it 
pays the bills. 


Even If You Crave Excitement, Build Up 
Routine Workload 


If you still crave something more exciting, you should 
nevertheless aim to build up a network of contacts prepared 
to feed you routine jobs at irregular intervals. particularly: 

* Solicitors 


* Finance and credit companies 


• Insurers and loss adjusters 
* Employment agencies 


e Private detective agencies in other areas 


Contact as many as possible of the above, either by let- 
ter or personally. Your aim should be to earn a basic living 
as quickly as possible from two or three days' work a week. 
This will give the time to seek out more interesting assign- 
ments. Resist the temptation to accept too much work from 
one source. Spread the work around, so it doesn't matter 
too much if you lose one regular client. 


You Need To Tell People What You Do 


People will not offer you work if they don't know what 
you do. So, your business cards, letterheads and publicity 
material should list in as few words as possible the kind of 
work you are looking for, e.g.: 


• Tracing, repossession, process service, means reports, 
vetting, surveillance, insurance claims, interviewing and 
investigations and reports of all types. 


„ To avoid cluttering up the front of your card, you may 
prefer to have a card which opens up to reveal this infor- 
mation inside. 


Every Contact With A Solicitor Ап 
Opportunity For An Assignment 


Use every contact with solicitors as an opportunity to 
look for more work. If you need an affidavit for a service 
of process (all such expressions are explained in detail else- 
where), enquire if the solicitors where you swear it could 
use your services, and leave a card. The same applies to 
any contact, such as service of process on a solicitor. The 
mere fact that you are involved in a legal matter gives you 
credibility, even if it is your very first assignment. 


"чь. ЧЕ. эм 


~> YS 


J 


ш U U Ea. UU V 


If these solicitors give you work, in return swear some 
affidavits there for other clients if this is a service they of- 
fer. But also deliberately use other solicitors so you be- 
come known there, too. 


Every mundane task gives you the chance to get to know 
people who may try you out with simple jobs at first to 
check on your efficiency and reliability, before entrusting 
you with something more complicated. 


Routine Jobs Could Lead To More 
Interesting Work 


Eventually a solicitor may offer you the more interest- 
ing work of "sitting behind" a barrister in court. Your func- 
tion will be largely to liaise between the two, sometimes 
just fetching and carrying documents. But you will also be 
asked to listen to the testimony and other evidence pre- 
sented and look for inconsistencies with statements and 
other details on file. 


This in turn gives you a contact with a barrister, or more 
usefully his or her clerk — despite the title a highly-paid 
manager working for a group of barristers in the same 
Chambers. 


Prison Interviews 


Or you could be asked by a solicitor to interview some- 
one held on remand in prison awaiting trial. I was once 
asked to talk to a British citizen accused of a drug offence 
in Spain on behalf of a Spanish solicitor who didn't trust 
his own command of English. At the prison. you will be 
asked for some sort of identification. 


You are likely to be checking on a point that needs clari- 
fication, in a statement previously made to a solicitor, rather 
than conducting a full interview. But eventually you could 
be trusted with the complete process. 


There might be follow-up work. tracing and interview- 
ing witnesses, preparing statements, serving summonses 
and swearing affidavits. 


Dealing With Police Officers And Social 


Workers 


When you come into contact with police officers, at- 
tempt to gain their confidence and do them a good turn by 
supplying them with information now and then — although 
without turning into a professional informant. A few may 
be slightly contemptuous of someone they consider to be 
playing at being a detective, but others may recommend 
you to their contacts. If you are involved in the case of a 
teenage absconder, and come into contact with social work- 
ers, leave your card. This might lead to other similar work, 
on their recommendation, or vetting work, perhaps of pro- 
spective foster parents. 


Following the procedure outlined you will find work, 
provided you have the ability to talk to people at all levels 
and relate to each person by finding something in com- 
mon. 


A lot of your work will initially concern people with 
financial problems, and understanding and tact will pro- 
duce better results than an overbearing, holier-than-thou 
manner. 


Each Assignment Will Lead To Another 


Having got the first assignment from one particular cli- 
ent, there is no reason why you shouldn't get another, and 
another — as long as you do the job methodically and con- 
scientiously. Your clients won't expect you always to suc- 
ceed. This isn't realistic. 


Encyclopaedic Knowledge Of The Law Not 


Necessary 

Nor will they expect you to have an encyclopaedic 
knowledge of the law. This is not necessary for any of the 
work we describe. Ex-police officers have an advantage in 
this area if they set up as private investigators, but they 
may find it difficult to accept that they no longer have the 
authority they once had. 


We outline all the basic legal points to be borne in mind 
for each type of assignment, plus many standard investiga- 
tive techniques used by the police. You will then learn more, 
both from experience and further study if you wish. How- 
ever, further study is not essential. 


Methodically Go Through All The Steps 
Required 


What your clients will expect you to do is methodically 
go through all the steps required in a particular assignment, 
within the constraints imposed by the amount which your 
client is prepared to spend. You then report back, suggest- 
ing further action, and asking if the budget will stand it. Or 
alternatively you recommend that further efforts would be 
a waste of money. 


Develop the habit of looking for solutions to problems 
rather than seeing no further than the problem. If you do 
this you will always have work, though you won't always 
find the solution. 


Co-operation With Other Private 
Investigators Will Provide Work 


Nearly all private investigation agencies are one-per- 
son operations. If you're self reliant enough to do this type 
of work, you don't need a job working full-time for some- 
one else who finds the work for you. However, don't ig- 
nore the possibility of co-operating with investigators in 
other areas, at a slightly lower fee, so that they make some- 
thing out of feeding the work to you. This can be a two- 
way trade. 


Newspaper Advertising Might Provide 
Clients You Don't Want 


Adverts in newspapers are likely to provide you with 
private clients you can do without, for reasons given in the 
section on payment. But try it if you want, preferably with 


a small, cheap advert repeated over and over, rather than 
one big splash. 


Practical Information Could Get You Work 
In Weeks 


Study and absorb all the practical information we pro- 
vide. This is inside knowledge based on years of experi- 
ence, not dry facts from a text book. If you do this consci- 
entiously, there is no reason why you shouldn't find work 
within weeks — provided you are prepared to go for the less 
glamorous options to start with. Then — who knows — one 
day you might come up with that case which puts you in 
the headlines! 


Test Your Knowledge 

* In this test, and all the others, first cover the answers on 
the right with a piece of paper and try to give the correct 
response to the questions on the left without looking. 


* Next uncover the answers, which are in the wrong or- 
der, and try to match the correct questions and answers. 


* Then look at the key and mark those answers you got 
wrong. 


• The following day, have another go at those questions 
you could not answer. 


Questions Possible Answers | Your 
Answers 


1. What licences and | A. None. 
qualifications do you 
need in England to 
work as a private 
investigator? 


B. Solicitors, fin- 
ance and credit 
companies, in- 
surers and loss ad- 
justers, and inves- 
tigation agencies. 


2. Name four kinds or 
easy-to-obtain work. 


C. Process service, 
repossession, trac- 
ing people, means 
reports, and assets. 


3. Name four possible 
sources of routine 
work. 


4.Isnewspaper 
advertising likely to 
provide regular work? 


Simple, Basic Methods Of Tracing People 


Directories, Records, Phone Calls And Interviews 


Tracing someone involves first attempting a simple step- 
by-step process, using directories, public records, phone 
calls and interviews. Your aim should always be to obtain 
some piece of information opening up another avenue of 
investigation. 


Most People Don't Want То Be Found – But 
Not All 


Generally the people you are looking for don't want to 
be found, very often because they owe money, and so will 
aim to cover their tracks. But there are exceptions, such as 
people who do not realize they have inherited money. 


Minimum Information Often Supplied 

You may find you are supplied with the minimum of 
information on the subject, perhaps just a name and last 
known address, although possibly also details of an em- 
ployer or relatives. 


Don't Assume The Subject Has Moved 


Don't automatically assume the person has left the ad- 
dress you have been given. First check the phone book. If 
the number is unobtainable, call directory enquiries. If there 
is an ex-directory number, the subject or members of the 
family are almost certainly still at that address. Before vis- 
iting the actual address, discreetly talk to neighbours, with- 
out revealing the reason for your call. You could be a friend 


or workmate. 


Gauge Reaction When Subject's Name 
Mentioned 


Always gauge the reaction when you mention the 
subject's name. Does the person you are speaking to ap- 
pear to be a friend, do you sense hostility, or is the reaction 
neutral? 


If you are told that the person you are looking for still 
lives at the address, that is the end of your search. More 
likely you will be told he or she has moved, and that the 
neighbour has no idea of the new address. 


When Reaction To The Name Is Hostile 


In this case, call at the actual address. If the current 
occupants do not appear to be hostile to the subject, again 
do not reveal why you are there. On the other hand the 
present occupiers may obviously bear a grudge. If this is 
so, you can suggest that they will not be doing the person 
you are looking for a service by helping to locate him or 
her. 


Even if the present occupants do not know where the 
subject is, they may be able to give you a lead such as the 
name of his or her spouse, or that of the Jandlord, or an 
employer, or even a pub worth calling at. 
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Ask If Mail Is Being Received 


Always ask if mail is still being received for the person 
you are seeking. If not, this suggests the post office has a 
forwarding address. It is unlikely that the sorting office will 
reveal this address, although it is always worth asking. 


Try To Get The Subject To Contact You 


An alternative approach is to write, even though you 
know the subject has moved. A letter suggesting that you 
have information which could benefit the person might re- 
sult in a phone call, just from curiosity. If you have a phone 
which reveals the number of the caller, this could be the 
vital lead. 


Try Employer And Landlord 


If your target is not at the address given, try his or her 
employer. The subject may still work there, allowing con- 
tact to be made. Alternatively, try to get another address or 
the name of a new employer. A large employer is unlikely 
to volunteer much help, particularly a local council or gov- 
ernment office. But a small firm could, off the record, if 
the boss has had problems with the person concerned. 


For someone you are trying to trace because of a debt, 
the landlord is a good prospect for information, because 
rent may be owed too. The landlord in this case will be 
happy to give you details of an employer, an agency which 
has enquired previously, or a new address, even if the latter 
is incomplete. 


subject's address? 


subject at the last known address, what does 
this mean? 


1. What is the first step in a routine trace? A. That he or she, or a family member, is almost cer- 
tainly still at the address. 


2. What should you do before visiting the | B. Whether the subject is still at the address, or if not 
a new address, whether mail is still being delivered, 
and names of spouse, landlord, employer and places 
frequented. 


3. If mail is not being delivered to the sub-ject's | C. Whether or not they are hostile to the subject, and 
previous address, what does this suggest? thus likely to help you. 

4. If there is an ex-directory number for the | D. Check the phone book and directory enquiries. 
5. When talking to neighbours, what should | E. An employer. 

you try to gauge about their attitude? 

6. What information should you aim to obtain | F. Electoral register and phone book directory en- 
from neighbours? quiries. 

7. Name two possible ways of locating a per- { G. That the post office is redirecting it. 

son if you do not have a full address. 


8. And even without an address? H. Make discreet enquiries with neighbours 


Even with only the district of a town, it is worth look- 
ing in a new phone book and contacting directory enqui- 
ries, particularly if the subject has an unusual name. If the 
first operator isn't very helpful, try again. 


Using The Electoral Register 

Whether or not enough time has elapsed for the subject 
to be on the electoral register at the new address, go to the 
local library or council offices and search for the name. 
Look for anyone with the same surname, even if the other 
names are different. This could be a relative. If a wife has 
an unusual first name, check for this, too. She could have 
remarried or reverted to her maiden name. The electoral 
register may be available on a computer disk, making such 
a search much easier. 


If the person you are seeking is on a recent electoral 
register and you discover by a further phone call that there 
is an ex-directory telephone number at the address, it is 
virtually certain the subject is there. Discreet enquiries with 
neighbours should confirm this, but beware of alerting your 
target that you have located him or her. Report back to your 
client, requesting further instructions. 


This Is The Basic Procedure To Try First 


Not all trace assignments are as simple as this, but many 
are, and this is the basic procedure to try first. If fraud is 
involved. or abduction, or a teenager who has absconded, 
you may have to resort to much more devious methods, 
described in separate sections. 


Your | 
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Fraud Not Like Non-Payment Of Debt 
Deliberate Lies And Attempts To Deceive 


A fraud enquiry involves a deliberate, premeditated at- 
tempt to deceive. This is not the same as a case where a 
debtor has attempted to vanish after running up the debt 
because he or she could see no way of making repayment. 


A Professional Fraudster Will Have 
Supplied False Information 


A professional fraudster will have told lies from the 
beginning, so that much of the information supplied to a 
lender is false. Tracing such a person is much more diffi- 
cult and time-consuming than finding an ordinary debtor, 
and the trail may end in an offshore tax haven. 


You could be engaged by a solicitor representing sev- 
eral creditors, but you will be given very little reliable in- 
formation, possibly just home and business addresses and 
details of people who have supplied references. 


The Subject Will Have Planned Not To 
Leave A Trail 


When you visit the house or office you will almost cer- 
tainly discover it occupied bv someone else or bare of fur- 
niture. The subject will have anticipated your call — possi- 
bly by several months — and planned not to leave any trace. 


Property Probably Mortgaged And Solicitors 
Unhelpful 


A property for sale may be mortgaged up to the hilt. so 
that the bank has first claim if it is sold. not the person you 
are seeking. Nevertheless, contact any estate agents whose 
signs you see. The agents will not have been given any 
information enabling you to trace their client. 


Even if you obtain the name of solicitors acting for the 
subject, the most they will do is offer to forward a letter. 
However, a solicitor can be used to start legal proceedings 
against a client, as explained in the section dealing with 
“substituted service of process”. You should always be on 
the lookout for seizable assets which could make this pro- 
cess worthwhile. 


Use Unclaimed Mail To Co-operate With 
Other Creditors 


Always attempt to examine any mail delivered after the 
subject has left, and copy names and addresses from the 
outside of the envelopes. (But never open them.) Invari- 
ably, some will contain unpaid bills, and you may be able 
to co-operate with other firms and individuals also search- 
ing for the fraudster. This co-operation should always be to 
your clients’ advantage. If in doubt, pass names of other 
victims and creditors to the solicitors instructing you, and 
let them decide. 


Nosy Neighbours May Know The Most 


Don’t forget to talk to the neighbours opposite, who 
often have a better view of the premises. In particular, keep 
a lookout for nosy people watching you, or just for moving 
curtains. If they’re watching you, they were probably watch- 
ing your target. Make enquiries at private addresses in the 
early evening or at weekends, when you are more likely to 
catch someone in. 


You may manage to get a personal description from the 
new occupiers or neighbours, and names of pubs, restau- 
rants or any type of club habitually used. Other informa- 
tion could be names of family or business associates, and 
any firms delivering to the premises or collecting goods — 
particularly when the subject moved out. 


Parcel delivery firms probably stopped having dealings 
at the time your subject vanished, and could even be credi- 
tors, too. But contact them. Anything is worth a try. 


When The Trail Leads Abroad 


A removal firm may lead you to an auctioneer’s or be 
found to specialize in storage or overseas deliveries. This 
might lead you to an overseas property bought with the 
proceeds of the fraud. Don’t give up. 


Assuming your clients are prepared to cover the costs, 
an investigation starting at this address abroad might re- 
veal further recoverable assets. Your target will perhaps be 
working a new scam to defraud people. If this fraud is in 
its early stages he or she will probably not be expecting 
anyone to be suspicious yet, may not be as thorough in 
concealing facts, and therefore more vulnerable. 


Extracting Information From Junior 
Employees 


When contacting any companies which are not also vic- 
tims, go to the office at lunch time when managers are more 
likely to be out. Try to speak to a junior member of staff, 
who may not be aware of any private restrictions the com- 
pany has on releasing information to third parties. If nec- 
essary pay a small amount of money for the information. 


Telephone Techniques And Tricks 

When phoning organizations, the same applies. Make 
the call around lunch time. Asking for the person by his or 
her first name will give the impression you are a friend or 
business associate. A junior employee may be afraid to ad- 
mit not knowing who you are. 


Using acommon first name for yourself may lead people 
to really believe that the subject has mentioned you, and 
induce them to supply an address or phone number. 
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When phoning to try to obtain information such as an 
address, the person you are speaking to may be very wary 
of such attempts. Your cover story should be believable and 
acted out convincingly. Have you noticed how the worst 
telephone sales people and canvassers are obviously read- 
ing from a script? Try not to imitate them. 


You are more likely to extract information from to a 
spouse or live-in lover than the actual fraudster. Preferably 
a man should phone when seeking a male subject, and a 
woman if the target is female. This avoids problems from 
jealous boyfriends, wives, etc. 


An Address May Have Changed, But Not 
The Phone Number 


Don't assume that because a person has the same phone 
number he or she hasn't moved. Within a limited area it's 
possible to transfer a number to a new address. 


Search For All Business And Personal 


Names At Companies House 

You may discover the fraudster sometimes uses a dif- 
ferent personal or trading name from the one given to the 
person's creditors. Do a search at Companies House (Old 
Street, London E.C.1) for names and addresses of all direc- 
tors. If you cannot go yourself, you will find an agent in the 
Yellow Pages (under Company Registrars or Company 
Registration Agents). 


Directors Could Also Be Victims 


When visiting these addresses, bear in mind that other 
directors could be fellow-conspirators to defraud, spouses 
(innocent or not) or victims themselves. If the latter, they 
will be eager to help, and this could be your first break. 


How To Obtain The Name And Address Of A 
Car Owner Legally 


Always note full details of any vehicles parked near an 
address you visit which could be owned by your target, or a 
spouse or co-director. The name and address of any regis- 
tered owner can be obtained for legitimate purposes, such 
as an insurance claim, by writing to the national licensing 
centre (D.V.L.C.) in Swansea, and paying a fee. Suggest to 
your instructing solicitors that they do this. 


NITE 
1. Can you force a fraudster's solicitor to reveal the | A. No, not necessarily, particularly in the 
person's address? same district 
2. Can you use a solicitor to start legal proceedings against 
a fraudster? 
3. Where can you find the names of company directors? 


B. By using the person's first name p 
4. How is it possible to discover the name and address of | D. Yes, by a substituted service of process 
a car owner? 


References Often False 


Many people ask for references and then never bother 
to take them up. The result is that in fraud cases you may 
find a person named as a referee genuinely doesn't know 
the subject, or wouldn't dream of giving a reference, or 
doesn't exist. Even the address could be nonexistent. 


Impersonating People Is Not Always Illegal 


It is always illegal to impersonate a police officer, a 
solicitor or a Member of Parliament. However, you are not 
necessarily breaking the law by pretending to be a social 
Worker, council official or employee of a delivery service 
— whether of food, flowers or parcels. But you must never 
do so for unlawful purposes. 


Many private investigators have a stock of identity cards 
for different occasions, complete with a photo. It is advis- 
able to have proof of your real identity, too. 


How To Get The Target To Provide A 


Signature 

Bearing the legal situation in mind, one way to get a 
subject's signature and also “proof positive" that he or she 
is at a certain address is by delivering a parcel. Stick an 
official-looking piece of paper under his or her nose to sign. 
Even when using a fake identity, a person may automati- 
cally sign the correct name. Make sure the packet is well- 
wrapped to allow time for your getaway. When you know 
the wrong person has answered the door, ask for the person 
you require. If someone else offers to sign, say the parcel 
has to be signed for personally. 


If you don't know the current address, try sending a 
convincing letter to a previous address saying a parcel is 
awaiting collection. This might just catch someone off guard 
— particularly an employee ~ and provide the new address 
or a phone number leading to one. 


The Morals Of Lying To Obtain Information 


Perhaps you feel it is morally wrong to use such schemes 
involving even white lies. Then just fix it firmly in your 
mind that the person you are trying to locate has almost 
certainly fabricated a whole string of lies to deliberately 
defraud people of their money. Just be sure that you your- 
self never do anything illegal. 


C. A junior employee, at lunch time, when 
the boss is likely to be out. 


Questions Possible Answers Your 
Answers 

5. Are you allowed to open mail you find belonging to the | E. That you are doing market research. 

subject to help you in your enquiries? 

6. Does a person have to change a phone number when | F. At Companies House, or through a 

moving? company registrar or registration agent. 

7. Who is often the best person in a company to approach | G. By delivering a parcel and asking the 

for information if phoning, and when? person to sign for it. 

8. How do you give the impression you are a friend of the | H. No, never! 

boss, or a close business acquaintance when phoning? 


9. When phoning the spouse of the subject should the | I. No, except for a police officer, solicitor 
person be the same sex as the subject or the opposite sex? | or Member of Parliament or if you are doing 


so for illegal purposes. n 


10. When phoning the subject for information, what is a | J. The same sex, to avoid jealousy. 

good cover story? 

11. Is impersonating someone always illegal? K. No, but you can ask if the solicitor will 
forward a letter. 


12. What is a comparatively easy way to obtain a subject's | L. By writing to the DVLC, Swansea - this 
signature? is best done by your client. 


Finding A Runaway Teenager 
Tact, Lots Of Details And No Involvement 


Searching for a runaway teenager, it is easy to get emo- suspicions of drug use, illnesses (get details of the doc- 
tionally involved. There is temptation to work longer hours tor). 
than you're paid for, or without payment. Don't! You have 
a living to make, too. 


Clubs, hobbies, sports and interests (e.g., a particular 
football club or type of music or pop group). 


Places the runaway might go to because of a previous 


Obtaining Information From The Parents – а 
visit or because of an expressed interest. 


A Checklist 


Always meet the parents at their home. They will have 
articles belonging to the absconder, and you will learn some- 
thing just from the surroundings. 


Exactly when he or she went missing, and whether this 
is the first time. 


What action has been taken so far (e.g., contacting po- 


. | | lice, Salvation Army, newspapers, relatives). 
Get as many of the following details and items: 


The possible reason for running away, such as argu- 
ments, or if abduction is a likelihood. 


Name. age and any nicknames. 


Physical description, including apparent age, scars, tat- , А 
toos and piercings (ears, nose, etc.) style of dress and Getting All The Information From Parents — 


clothes taken. plus photos (of face and full length). Tactfu lly But Firmly 
e Personality traits (e.g., gregarious or a loner). The parents will be distressed and want their son or 
* Address book and diary. daughter back, but may not want you to know all the de- 


tails of a stormy family life. Tactfully you stress that you 
need to know everything to succeed. If the parents say they 
Items taken, particularly cash, valuable objects which suspect abduction without giving you a reason, they may 
could be sold and a passport. be concealing information. 


Details of any bank account. 


Names, addresses and phone numbers of friends and 


: ; $ Also point out that many runaways are not located until 
relatives, especially a girlfriend or boyfriend. Г 4 М 


they make contact of their own free will, and that you тау 
School and name of class teacher and school friends. be forced to abandon the search. 


* Problems at school (e.g. bullying) or with the police, 
ENDE gp MM cL С 
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Photos, Description, And The Police 


Write a description of the absconder and make plenty 
of copies of this and the photographs. The first approach 
should be to the police, to confirm that you have the full 
picture. Ask whether they are treating it as a simple “per- 
son missing" case or an abduction. 


Contact Everyone — Why Some Are 
Reluctant To Talk 


Then contact all the people and organizations whose 
names you have obtained during your questioning. 


Some may be reluctant to help you for reasons of con- 
fidentiality — for example a doctor or bank manager. If so 
enlist the help of the solicitor who has engaged you, or ask 
the question in a different way. A bank manger would not 
let you see account details, but might tell you, off the record, 
that a large withdrawal was made on the date the subject 
disappeared. 


You may suspect a friend or even a relative is conceal- 
ing information, particularly another teenager. In this case 
get a parent or teacher or a youth club leader to help you. 


Each Interview Should Provide More 


Information 

At every interview you should be attempting to obtain 
further names, addresses, phone numbers and other infor- 
mation to take you nearer to the runaway. 


A call at the friend's address might reveal the person's 
full name, when just the first name was known. and also 
that the object of your search was a visitor there. À sur- 
name could also be obtained from the outside of a letter in 
a communal entrance hall. The postmark on the same letter 
could reveal where the person had friends. (But opening 
someone else's mail is of course illegal.) A relative, 
neighbour or the landlord of the friend might provide an- 
other address — a friend of the friend. or a work place. 


Or you might discover just that the friend has moved to 
a certain place at the same time as the disappearance. Many 
young runaways are attracted to the nearest big city, or to 
London. Often they go with someone slightly older. How- 
ever, there have been cases of minors managing to travel 
abroad alone. 


Things The Parents Didn't Tell You 


If you prompt people to talk and then listen, you will 
discover things the parents were completely unaware of, 
or chose not to tell you. Armed with such details, you may 
extract a truer picture from the parents. 


For example, a friend of the subject may have left the 
area at the same time. Possibly this was not reported be- 
cause he or she was just a year or two older, and not a 
minor. The parents may admit that they suspected the ex- 
istence of this friend, and possible drug use. 


Note that a person can legally leave home at the age of 
sixteen in England, even though the parents consider him 
or her a child, and no matter how immature. 


Another Visit To The Police 


Any information should be reported to the local police, 
who may add the friend's name to the "person missing" 
report, or even decide abduction is involved. They may also 
give you more information about the friend if he or she has 
a record or has been reported missing. 


Requestioning Friends Armed With More 


Information 

Just mentioning a city where the absconder may be, can 
produce confirmation when requestioning schoolmates or 
other teenage friends. You could find a phone call has been 
made, but the recipient sworn to secrecy. 


Posters Could Alert Runaway 

Posters with a photograph in the place the runaway is 
suspected to be may provide information, or simply cause 
him or her to move on somewhere else. 


Transport Police, Red Light Districts And 
Squats 


In any big city. railway police are a good source of in- 
formation as they are on the lookout for minors who have 
run away from home. Also contact police stations nearest 
to bus and coach stations, and any red light districts. 


The cheapest way to live in a big city is in a "squat", 
where people take over an unoccupied building without 
permission. Locate places like this by dressing down in 
appropriate clothes and mixing with dropouts. Keep your 
enquiries very discreet, or the person you are seeking may 
be tipped off that someone is on his or her trail. 


Visit "alternative" bookshops, down-market vegetarian 
cafés, venues for the type of music the runaway likes, and 
pubs frequented by young drifters. Look at adverts on no- 
tice boards in these places, for squats and other cheap ac- 
commodation, the person's name, concerts he or she might 
attend, or any other clue. Talk to the homeless, including 
those selling magazines like the “Big Issue", which enables 
them to earn money. 


Keep in touch with the police wherever you go and give 
them copies of photos and the description. Make sure they 
can contact you if they find the runaway or his or her friend. 


If you locate the absconder before the police, always 
enlist their help to make an approach, preferably with the 
parents. The police will then formally place him or her in 
the custody of the parents. 


Finally, don't forget to report back to the local police in 
their home town. 


Questions Possible Answers Your 
Answers 


1. What is the first rule when searching for a runaway | A. Friends, relatives or even the parents. 
teenager? 


2. What should you have plenty of copies of? B. The police. mus 


4. What question should you ask the police? D. No. Contact the police and also try to 
have the parents present to take custody of 
the child. 


5. When might you have to rephrase a question to avoid | E. Railway police in big stations. 
a breach of confidentiality? 
6. Who might be concealing information deliberately? F. Photos and a description. UNE 
7. Where do many teenage absconders go? G. If they are treating the case as one of a 
missing person or abduction. 


8. Which special police force might be able to help? H. When talking to a doctor or bank man- 
ager. 
9. At what age can a teenager legally leave home? I. To big cities, particularly London. 


10. What kind of accommodation allows a young runaway | J. Don't get emotionally involved. 
to live cheaply? 

11. Should you approach the absconder immediately when | K. Sixteen 

you locate him or her? 


Kidnapping 
Don't Get Involved Except To Help The Police 


Forget what you've seen in the films. Don't even think about getting involved in a kidnap case 
when a ransom is demanded, except at the request of the police. 


How Far Does Confidentiality Extend? 


But what if the family of the victim has sworn you to secrecy? Go to the police all the same. There 
are limits to confidentiality, and you are doing the victim and family a favour, as well as yourself. 


If the police then ask you to contact the kidnappers, without admitting any official contact, that isa 
different story. 
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Abduction By A Parent 
Legal Action Necessary To Regain Custody 


If a child has been “snatched” by an estranged parent, it 
is not enough to snatch him or her back. Always be sure 
that the parent you are working for has legal custody. If 
not, you could be in trouble with the law. 


Police Will Not Help Without Proof Of Legal 
Right To Custody 


To locate the child, use the same type of procedures 
described in the sections on tracing people in general and 
finding a juvenile absconder. But the police will not help 
to regain custody of the child without proof that your cli- 
ent is legally entitled to do this. 


What To Do If Friends Or Relatives Of The 
Spouse Obstruct Search 


A further complication is that friends and relatives of 
the spouse who has taken the child often obstruct the search. 
If this is suspected, there are various possible solutions: 


Approaching the national press if the circumstances ap- 
pear unusual enough for them to be interested in pub- 
lishing an article. 


Discreet surveillance of the friend or relative's house. 
in the hope that a parent may pay a visit. 


A call at the person's house under some pretext with 
the aim of obtaining information. 


Legal action obliging the person to divulge informa 
tion, or risk imprisonment for contempt of court. 


Sworn Affidavit To Obtain Court Hearing 


Proof that the person has some knowledge of the child's 
location will be needed for the last option. A recording of 
any conversation with the friend or relative may not be 
admissible as evidence in court. But a sworn affidavit of 
what was said could be used to obtain a court hearing, and 
the person subpoenaed to attend. 


Even A Rough Idea Of The Child's Location 
Can Help Enquiries 


At the hearing the friend or relative may insist that he 
or she does not know of the exact whereabouts of the child, 
but may give some clue of the rough location in order not 
to appear uncooperative. In this case enquiries can be made 
in the area mentioned. 


How To Make Investigations Abroad 


If there is evidence that the child has been taken abroad, 
it may be advisable to contact a local solicitor or detective 
agency with knowledge of laws and procedures in the par- 
ticular country. You may still decide to go yourself, de- 
pending on distance, and budget you have been allowed. 
In certain other countries private detectives have a differ- 
ent image. Just showing a local agent's identity card may 
induce instant cooperation, although not always. 


Applying To A Foreign Court For Custody 

If the abducted child is located, an application should 
be made to a local court, applying for custody of the child. 
This can be done on the grounds of the court order grant- 
ing custody in the child's home country. But a personal 
application by the parent for custody in the foreign country 
is usually preferable. as it reduces the danger of a refusal. 


Vital To Keep The Child Under Observation 


While arrangements are being made for the court hear- 
ing, it is vital to keep the child and the estranged spouse 
under observation, to ensure they do not move out of the 
jurisdiction of the court. Hopefully at the hearing the par- 
ent with legal custody will have this confirmed in the for- 
eign country. You will then be able to enlist the support of 
the police to enforce this order, and the reunited parent and 
child will be able to return home. 


Questions Possible Answers Your 
Answers 


1. What should you know about the parent you are | A. By a subpoena to attend a court hearing 
working for in an abduction case? and give evidence. 

2. How can you get a person to divulge information about | B. Not always. An application for custody 
a child's whereabouts? in a local court is preferable. 


3. Can you use a tape recording of a conversation as proof | C. That he or she has legal custody of the 
that a person knows where the child is, and what altern- | child. 
ative evidence can be offered? 


4. Is an English order granting custody of a child accep- 
table in a foreign court? 


D. It might not be accepted as evidence, but 
a sworn affidavit of what was said could 
also be presented. 
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Precautions To Avoid A Recurrence Of The 
Snatch 


It may sometimes be advisable after the return to take 
precautions to avoid a recurrence of the snatch by the es- 
tranged spouse. It is sometimes even necessary to move to 
a different area. 


Warn The Parent Of Cost 


The process described can obviously be very expen- 
sive, particularly if the search moves abroad. The parent 
should be warned of this in advance. It is unlikely that le- 
gal aid would be available, except possibly for solicitor's 
fees in the home country. 


Surveillance: Insurance Companies 
Injuries And Repeated Claims 


The most common surveillance assignment is not to spy 
on secret meetings between glamorous personalities, or 
exchanges of vital information. Nor is it any longer for di- 
vorce. You may simply be asked to provide evidence to 
prove that someone walks with a limp only when attending 
a medical tribunal. 


Insurer Wants Evidence That An Injury Is 
Invented Or Exaggerated 


Your client will be an insurance company, and the sub- 
ject someone who claims disability following a car crash, 
an industrial injury or an accident caused by alleged negli- 
gence. 


Your job is to provide visual evidence to prove that the 
injury is invented or exaggerated. You may also prove the 
subject is working. or practising a strenuous sport, despite 
claims to the contrary. 


A video recording is obviously far preferable to photo- 
graphs, because it shows movement. so if you don't own a 
video camera, hire one. Check that the date and time will 
appear on the recording. If you have to use still photos it is 
preferable for these to show the date. In anv case. keep a 
detailed log of dates, times and places, whether using vid- 
eos or photographs. 


Video The Correct Person 


Before rushing out and playing with your new toy, study 
the insurance company's file on the target. This will give 
medical details, including the disability claimed, and ad- 
dresses, including the doctor's. Make sure you have a pho- 
tograph to ensure your recordings are of the correct per- 
son. 


You are looking for differences between normal 
behaviour and that observed in the doctor's surgery or the 
solicitor's office. This includes walking sticks and neck 
braces discarded when out of sight. Recordings of unde- 
clared work or sports could be particularly damning evi- 
dence. 


Most people will expect to be observed when going for 
interviews or medical examinations. But they will quite 
rightly believe that they are not under constant surveillance. 
This is impossible because of the cost. Your job is to catch 
the person unawares. 
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You should be extremely careful not to reveal your pres- 
ence, either to the subject or family, friends or neighbours. 
If you are glimpsed just once with your video camera, you 
are not likely ever to get the evidence you require. It is 
preferable to wait for another opportunity, rather than arouse 
suspicion. 


The back of a van is a good place to conceal yourself. 
Have sandwiches and a flask of coffee as an alibi and a 
newspaper to hide the camera. 


If there is no sign of your target at the address given, do 
atrace using the methods described elsewhere. But be wary 
of speaking to neighbours, and arousing the subject's sus- 
picions until you have your evidence on tape or developed 
film. 


Instead check on the person's next appointment with a 
doctor or solicitor and follow him or her afterwards. Tail- 
ing someone in a car is not easy, particularly at night. A 
common practice is to remove a rear light bulb from the 
subject's car to make it easier to spot, but this is dangerous, 
and is not recommended. It is better to lose the subject than 
be noticed. 


Interviews And Detailed Notes Provide 


Corroborating Evidence 


Once you have proof of malingering, you can approach 
neighbours for corroborating evidence, bearing in mind that 
they can be subpoenaed if necessary. Keep detailed notes 
all the time in case you have to give evidence in court, 
including things which might appear insignificant at the 
time. The easiest way is using a miniature tape recorder or 
dictating machine, particularly when driving. 


If you can reply confidently on minor points, your tes- 
timony will carry more weight. However, the chances are 
that the claim will be settled out of court if you provide 
conclusive evidence. 


Should your subject initially appear to have a genuine 
disability, persist with your observation. Even those who 
are aware of the risk of surveillance will probably lower 
their guard inside their home or a friend's, or in a secluded 
garden. 


If You Believe There Is А Genuine Injury, 
Say So 


Except in extreme cases, legal action against your sub- 
ject is not likely. The probable result will be a reduced pay- 
out, or none at all. Of course the insurance company may 
be wrong, and if you believe this to be the case your report 
should say so. 


Surveillance And Investigation Of Repeated 


Insurance Claims 


Repeated claims by the same person within a fairly short 
period will arouse an insurance company's suspicion, of- 
ten with good reason. These could involve alleged burglary 
from business premises, repairs following damage to a 
house or theft of cars. Success in this sort of case is un- 
likely unless the person you are observing and investigat- 
ing does something stupid. Anyone undertaking deliberate 
deception is likely to aim to leave no clues. 


3. Is a prosecution likely in an insurance case? 


Questions Possible Answers 
Answers 
1. What are the most common types of investigations an | A. No, probably just a reduced payment. 
insurance company is likely to require? 
2. What is the best type of evidence in an injury investi- | B. Road accidents, industrial injuries and 
gation? repeated claims. 
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Beware Of Committing An Offence Yourself 


You have no power to make anyone answer your ques- 
tions, having to rely on a mixture of persuasion and white 
lies. If you enter someone's property to obtain evidence 
you could be accused of “civil trespass” — although this 
can be insured against. There are moves to turn this of- 
fence into a criminal one. If you remove anything from 
premises you enter, you yourself could be guilty of bur- 
glary. So the message is: be careful! If you are not sure of 
your legal position, check before risking committing an 
offence. You could even be in physical danger if your in- 
vestigations involve criminals. 


Insurers Happy With Limited Results 

However, if even limited enquiries provide enough evi- 
dence of crime to notify the police, the insurers will be 
very happy. They will have no further investigation costs, 
and will almost certainly be able to refuse the claims. 


Surveillance: Commercial Assignments 
Suspected Theft And Routine Checks 


Commercial surveillance can be because of widespread 
pilfering or shoplifting, or when theft is suspected by a spe- 
сїйс person or in a certain location. You could also be called 
in to make spot-checks merely as a routine, possibly to 
ensure efficiency and friendly service. 


Agree List Of Basic Points To Be Checked 


When doing routine checks you should be provided with 
a detailed list of what items you are expected to cover. The 
following basic points ought to be included, but with much 
more detail: 


* Date and time of visit. 

* Location and staff names. 

* Service, attitude and friendliness. 

* Cleanliness and appearance of premises and staff. 


* Irregularities and shortcomings. 


Get Agreement To Avoid Disputes Later 

If the company has no standard form, agree with your 
client what is to be covered, making a list yourself. If pos- 
sible get the client to check it and provide you with enough 


copies. Failing this, send the list for approval by the execu- 
tive you spoke to, with a covering letter, marking the enve- 
lope “private and confidential". This procedure removes 
the risk of later complaints because the instructions were 
vague, and can be used in other circumstances. 


How Employees Can Cheat With Cash And 
Goods 


The sort of "irregularity" you should be looking for is 
anything which allows money to be taken from a customer 
without it being recorded, or sales recorded without the 
items being given to the customer. This could involve oc- 
casional petty theft by an underpaid cashier or waiter, or an 
organized system to defraud involving all or most of the 
staff at a particular location. 


Electronic tills and closed circuit television cameras 
make regular cheating much more difficult than it used to 
be in shops and wholesale warehouses, but here are a few 
possibilities: 

* Not recording purchases in a till (in somewhere like 
bar, where a receipt is not given). 
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Not giving a receipt in a shop or cash-and-carry. 


Leaving a receipt in the till and cancelling the transac- 
tion after the customer has left. 


Removing a receipt from a table in a restaurant and giv- 
ing it to another customer. 


Adding extra items to a bill. 


Not making a carbon copy of an order for a meal, so 
that different value items can be inserted. 


Paying for one item as a staff purchase, and then taking 
another, possibly later. 


Professional Shoppers To Prove Till 
Irregularities 

One way of proving till irregularities is by using teams 
of "professional shoppers". It is important to know the ini- 
tial float of money in the till and the numbers of bank notes 


used by the fake customers who make a series of purchases. 
Detailed records must be kept of: 


* Place. date and time. 
* Till number and name or description of the employee. 
* Goods purchased and amounts entered in the till. 


* Value and serial number of the notes used, and details 
of change received. 


If you are organizing the operation, ensure that there is 
absolutely no doubt from the figures that there is a short- 
age of money. If the discrepancy is less than the value of 
purchases by normal shoppers there could be some doubt. 


Attempt To Obtain A Written Statement 


From Anyone Dismissed 


Very often the management will not want to involve 
the police, preferring to fire the offender immediately in 
your presence. Attempt to get a statement admitting the 
offence. It is improbable that anyone will sign such a docu- 
ment, so alternatively try to obtain a signed acceptance that 
the sacking was fair, as this will reduce the risk of a later 
claim for unfair dismissal. 


The employee's signature should be immediately after 
the last word, to avoid claims that something has been 
added, and you and the manager should sign too. 


Shoplifting And Store Detectives — Usually 
Specialists 

Surveillance for shoplifters is not an area you are likely 
to get involved in, as big stores usually have their own full- 
time store detectives, only requiring extra help at busy times 
like Christmas. It is generally poorly paid, and requires some 


specialist knowledge of the law on theft and powers of ar- 
rest. 


When approaching a suspected shoplifter you must iden- 
tify yourself as a store detective. Ask the person to go with 
you to the manager's office, but never use excessive force 


to restrain someone who attempts to run away, or you could 
face legal proceedings. A man should never attempt to 
search a woman. 


Generally a suspected shoplifter should not be stopped 
until outside the store, having made no attempt to pay. Even 
pocketing something on the premises is not conclusive proof 
of intention to steal. 


Once in the office, the accused person should be asked 
to open any bags or remove goods concealed in pockets or 
elsewhere. Most stores prosecute, and the police will prob- 
ably be called immediately. 


Store detectives will divide their time between watch- 
ing customers on closed circuit TV and posing as a shop- 
per. They will dress in unobtrusive clothes, not too smart, 
but not scruffy. 


Telltale Signs To Watch For 


Here are some of the telltale signs to watch for: 


Continually looking around. 


Repeatedly touching items. 


Pausing on the stairs to calm down or smoking in the 
toilets. 


Checking the position of cameras. 


Not returning clothes after trying them on. 


Repeatedly returning goods for a refund without a re- 
ceipt (to keep a lookout for the same people in the fu- 
ture). 


Types Of Shoplifters 
Shoplifters fall into three main categories: 


* Emotionally disturbed individuals, who may actually 
want to be caught. 


* Petty thieves, working alone, often teenagers. 


* Those who do it for money operating in organized 
groups. 


Tricks Of The Trade 


Some of the tricks of the trade include: 


* "Pregnant" women with room to hide items in mater- 
nity wear. 


* Bags with special compartments. 


* Especially spacious inside pockets. 


How Teams Of Professional Thieves Operate 

Professional shoplifters often work in highly-organized 
groups, usually of three. There is a specialized language to 
describe each person's function. The "spotter" is the brains 
behind the operation, deciding what to steal and when. He 
or she also watches out for store detectives, but never does 
the actual stealing. This is the job of the "hand", working 
from signals given by the spotter. The hand quickly passes 


the goods to the “catcher”, who takes them off the pre- 
mises. The whole sequence takes place very quickly, mak- 
ing surveillance very difficult. 


With all the possible pitfalls and the generally poor pay, 
an assignment as a store detective is not one you should go 
out of your way to obtain if you have plenty of other work. 


Factory And Warehouse Pilfering — 
Organized Or Individuals? 


Pilfering from a factory or warehouse may not be orga- 
nized, but when is becomes accepted practice among em- 
ployees losses can be big without any co-ordinated opera- 
tion. 


Looking For The Wrong Thing 


I was once involved in a case when a small but consis- 
tent percentage of production of aluminium tea trolleys was 
regularly going missing from a factory. 


One person was responsible, smuggling the components 
out under his clothes and assembling the trolleys in a fully 
equipped workshop in his garage. He then sold them in 
pubs, claiming that he had bought them at trade price, as 
he was entitled to as an employee. 


The security staff had been looking for large cardboard 
boxes containing the complete products, not the smaller 
components. 


Ways Of Getting Stolen Products Off The 


Premises 


Possible ways of getting products out of a factory or 
warehouse include: 


* Carrying them out. 


In employees' cars. 


When goods are despatched, simply placing an extra 
item or two on the truck. 


In vehicles which are delivering to the premises. 


Over a fence. 


By entering at night or during the weekend (perhaps 
legitimately, for maintenance work). 


In most cases it is necessary for people to be working 
in collusion — for example an employee and an outside 
driver. 


Information You Should Ask For 
When meeting the client ask for: 
* Lists of actual items stolen if known, and dates. 


* Alternatively, an estimate of how many products and 
what type are missing. 


* A particular shift or certain day of the week when losses 


are known to occur. 
* The name of anyone suspected. 
* Catalogues and samples of the products. 


* A plan of the premises, showing all exits and alarm 
systems. 


Going Undercover 

The most effective method of detection could be to be- 
come an undercover "spy", supposedly an employee, pref- 
erably in a job allowing access to all parts of the premises. 
If this approach is likely to be adopted the initial meeting 
should take place away from the company's offices so you 
are not seen. 


Things To Look Out For 


There are no strict rules as to what you are looking for, 
but here are a few possibilities: 


Items left where they shouldn't be, possibly to be picked 
up later. 


More goods despatched than appearing on the paper 
work. 


Fewer goods being despatched than stated, to leave sur- 
plus items. 


Production being under-recorded, for the same reason. 


Good quality items recorded as scrap. 


The same paperwork being used twice. 


Differences in quantities on despatch notes and in 
voices. 


Goods despatched, but not invoiced. 


People in areas where they have no reason to be. 


Anyone apparently having a secret conversation or si- 
lences when you approach a group of people. 


Employees who have something to hide will be wary 
of you and you must be careful not to show unusual inter- 
est in anything openly. Remarks about poor pay or bad 
conditions may help to inspire confidence, but you cannot 
expect a newcomer to be invited into an established ring 
of thieves. 


Risk When Using Video Cameras 


Concealed video cameras can be used for surveillance, 
although inside a factory or warehouse there is the risk of 
provoking a lightening strike by the very people who are 
stealing, should you be detected. 


However, if theft involves delivery to an unauthorized 
address, a video could provide evidence which is difficult 
to refute. 


Questions Possible Answers Your 

Answers 
1. Name two basic reasons for commercial surveil- | A. On the premises. m 
lance. 


2. Where should you not complete a surveillance | B. Despatching more or fewer items than on the 
paperwork, not invoicing dipatches or invoicing 
more than dispatched, under-recording produc- 
tion, overstating scrap or seconds items, using the 
same paperwork twice. 


3. Name ways of falsifying till receipts or bills. C. Outside the store. 
4. Where should a shoplifter be stopped? D. Standard of service and efficiency, theft or 
pilfering. 


5. What types of behaviour are common in shop | E. Items left in the wrong place, people where they 
have no reason to be, secretive conversations ог 
sudden silences when you approach. 


6. Explain the functions of the "spotter", "hand" | F. Carrying them, by car, in vehicles collecting or 
and "catcher". delivering, over a fence, when dark. 

7. Name ways of removing stolen goods from | G. Organization, theft, and removing goods from 
premises. the store. 


8. What might make you suspect people are | Н. Cancelling a transaction, not recording 
engaged in theft? purchases, not giving a receipt, using a receipt 
twice, paying for one item but taking two, adding 
extra items, and not using carbon if hand-written. 


9. How can records of stocks be falsified? I. Looking around, touching items, pausing to calm 
down, checking where cameras are, not returning 
clothes after trying them on, repeatedly returning 


goods without a receipt. 


Surveillance: Landlord Aiming To Evict A Tenant 
Looking For Breach Of Tenancy Agreement 


Occasionally you may be engaged to carry out surveil- Possible Breaches Of Tenancy Agreement 
lance on an actual house rather than follow a person to or Examples of breaches of an agreement are: 


from an address. The client will be a landlord looking for a 


breach of the tenancy agreement so that a tenant can be * Subletting. 
evicted. , 
* Having a lodger. 
A Type Of Work You May Not Want * Keeping a pet animal. 
You may not wish to accept this type of work, as often * Using or dealing in drugs. 
the person whose home you are watching is not basically a au 
bad tenant. It is just that the owner can obtain more money * Prostitution. 


for the property if it is unoccupied. : i 
In the latter two cases neighbouring tenants could be 
Sometimes speculators buy properties cheaply, know- very happy to see the target leave, and so you might not 
ing them to be occupied, and then set about looking for face the same moral dilemma. 
minor infringements to be used as a pretext to deprive 
people of their homes. 
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3. Name potential breaches of a tenancy agreement. 


ma e TRE 
1. i 
property, rather than a person? 


Possible Answers 
2. Why might you not want this work? B. To observe breaches of a tenancy 
agreement. 


pet, prostitution or drug dealing. 


Why could you be asked to carry out surveillance on a | A. Subletting or having a lodger, keeping a 


C. Because a landlord is looking for minor 
infringements as a pretext for eviction. 


Surveillance: Domestic Cases 
Search For Assets As Likely As Proof Of Infidelity 


Before divorce laws were changed, the private detec- 
tive often played an agreed part in a prearranged script to 
provide "evidence" of adultery. 


Evidence Of Adultery Not Usually Necessary 


For Divorce 


In most countries such play-acting is no longer neces- 
sary to obtain a divorce, so cases involving marital infidel- 
ity are now a search for real evidence, although it will rarely 
be required in court. 


Financial Investigations Separate 

In any case, a spouse may not always be looking for 
evidence of adultery. The actual divorce is separate from 
any financial settlement, and you may be asked to search 
for hidden assets. Sometimes the assets may not exist be- 
cause they have been lost through risky investments, or 
just frittered way. 


There May Not Be Any Adultery 


Assuming you are asked to find proof of adultery, al- 
ways bear in mind that there may not be any. The supposed 
offender might really have been working late or away on 
business. Ask why infidelity is suspected. 


Ask For Reasons For Suspicion, Plus Dates, 


Times, Addresses, Names 


Then obtain times, days and dates when the adultery is 
believed to have taken place. You will also need photo- 
graphs details of car, work, clubs and sporting groups and 
names of colleagues, friends and relatives. 


Compulsive Gamblers 


You might possibly discover that unexplained absences 
from home were in the casino, so solving another puzzle at 
the same time – a diminishing bank account with nothing 
to show for the money spent. People who are compulsive 
gamblers often successfully conceal the fact from a spouse 
for long periods. 


Keep An Open Mind 


So don't make any assumptions based on remarks by 
your client, and keep an open mind. Surveillance techniques 
are the same as for commercial and insurance work, but 
you are looking for public displays of affection to ensure 
that any meeting observed is not an innocent business ap- 
pointment. Photographs or videos will demonstrate such 
behaviour and remove the necessity for you to interpret 
actions. 


Don't assume that any assignation with a member of 
the same sex is necessarily innocent. Apparently happily 
married people with children have left a spouse and set up 
home in a gay relationship. 


Use Standard Tracing Methods To Discover 


Person's Address 

Standard methods of tracing should be used to discover 
the address of any associate or business colleague whom 
your client suspects. This will give you the option of ob- 
serving that person's home at times the suspect is likely to 
pay a visit, and so avoid having to follow the couple re- 
peated, and perhaps be noticed. 


Caution! — You Could Bring About The 
Break-Up Of A Marriage 


Also bear in mind that your evidence could help bring 
about the break-up of a marriage - a traumatic experience 
for both partners and any children. So be absolutely sure 
that you are not misinterpreting innocent behaviour. 


Uncovering Concealed Assets Or Income 
Although divorce can be a fairly simple and quick pro- 
cess in many countries (although not all) a financial settle- 
ment can drag on. This is particularly true if one party be- 
lieves the other is concealing assets or understating income, 
or even claiming to be unemployed while in fact working. 


A person may conceal an address or move to avoid be- 


ing located and risk having legal papers served. This is 
another instance where you use the normal tracing tech- 
niques to uncover home and business addresses. 


Financial Settlements Can Be Varied After 


Divorce 

Under English law, a divorce settlement can always be 
varied as long as any children from the marriage are mi- 
nors. So if an estranged or even divorced partner acquires 
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more wealth through work or in another way, an applica- 
tion can be made to court for higher maintenance payments. 


Process Similar To Fraud Cases 

The process of tracing a person's assets is similar to 
that involved in fraud cases, as there will nearly always be 
a deliberate attempt to conceal the money and the owner- 
ship of property. 


. Is adultery the only possible reason for domestic | A. In England only if there are no children 
surveillance? who are minors. 
2. Is evidence of adultery necessary for a divorce? B. No, you could be looking for evidence or 

undeclared income or assets. 
3. Can a spouse agree to a full and final financial | C. No. In England other indication of 
settlement after divorce? breakdown of marriage is acceptable. 
e LJ 
Advanced Surveillance Techniques 

Basic “Stake-out”, “Pickup” And “Follow” Principles 


The advanced surveillance methods we are about to dis- 
close to you are the pick of techniques, and tricks of the 
trade accumulated from years of experience. We cover not 
only surveillance on foot and in your own car, but also by 
public transport, including international air flights and sea 
voyages. 


Specialized vocabulary, used mainly in the United 
States, is kept to a minimum, as is the "street slang" used 
by specialist surveillance operatives. 


You Need Other Investigators To Call On 


Most people would not believe it was possible for them 
to be continuously observed twenty-four hours a day. But 
itis. although obviously more than one agent is needed for 
round-the-clock observation, and also to avoid the subject 
— often known as the target — becoming aware of his or her 
shadowers. 


For this reason we suggest that you look out for three 
or four investigators you feel you could work with, to call 
on one or more when you need help. At least one of them 
should be a woman, and another from any ethnic group 
prevalent in your area. Choose these people with care, as 
one false move by another agent during surveillance can 
negate days or weeks of your painstaking observation. 


Any references we make to the "surveillance team", both 
in this section and elsewhere. will often be just you and 
one or two other agents — often called operatives. Only the 
most complex assignments merit more. because of the high 
cost. This does not invalidate the basic techniques described. 
Some tips will be invaluable even when you are working 
completely on your own. 


Systematic, Discreet Observation To 
Establish Subjects Routine 


Surveillance should be systematic and discreet, with the 
initial aim of acquiring information about the subject's rou- 
tine activities. Agents should be clear about what they are 
looking for, while at the same time prepared to note any 
unexpected behaviour which appears relevant. 


“Stakeout”, “Pickup” And “Follow” 


Fixed observation of a place you know the target will 
attend is the starting point of any surveillance operation. 
This is known as a “Stakeout”, with the aim of “pickup” 
when the subject appears. If the Stakeout is at the person’s 
home extra care is needed to avoid detection, as anyone 
suspecting observation will be most vigilant when leaving 
home. 


Then comes the “follow” stage, until some sort of rou- 
tine is established for the target, whether daily or weekly — 
or possibly another pattern. Different patterns of behaviour 
are usually associated with work: for example one week of 
night shifts and one of days, or a weekend working, with 
days off during the week. 


Don't Assume Subject Will Always Use A 
Car 


It is vital to be well-briefed, with a complete descrip- 
tion of the subject and of his or her family and associates, 
including age. Full details are needed of the target's car — 
including the make, colour, stickers, damage, registration 
number, and a photo if possible. Don't automatically as- 
sume that the subject will use a car. Details of any other 
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method of transport used is crucial, and about known routes 
taken, routines and habits. 


Often a combination of foot and vehicular surveillance 
is the best option because of the flexibility it gives, even if 
only one agent is driving and the other on foot. Then, if the 
agent suddenly uses a parked car you were unaware of, the 
agent cruising or parked nearby can be alerted to follow. 
Or if the subject uses public transport, the agent on foot 
can attempt to enter the bus or train while the other in the 
car either follows the bus or drives to the next station on 
the line, hopefully to be waiting when the target arrives. 


Tailing The Wrong Person Not Impossible 


Agents should also be supplied a photograph of the tar- 
get whenever possible, to ensure the correct person is be- 
ing observed. There is nothing more embarrassing than find- 
ing you have been tailing the wrong person. 


I recall the case of an inexperienced agent who cor- 
rectly mounted a stakeout on a target's house, and carried 
out a text-book-style day-long follow operation, only to 
find out that he had made a pickup of the target's son, who 
was the first person to leave the house. Obviously this was 
time he could not charge for. If he had noted the target's 
age or the fact that the wrong car was being used he would 
not have made this error. 


Once a pattern of behaviour has been noted in the tar- 
get, any change should produce the response of increased 
caution, withdrawal to a distance, or a change of agent, in 
case your presence has been detected or is suspected. 


“Soft Targets" And “Cover” 


If a subject begins to suspect observation is being car- 
ried out, even the average "soft target" — i.e., not a profes- 
sional engaged in illicit activities — will alter his or her 
behaviour patterns. The aim of these manoeuvres is some- 
times to shake off any watchers. But it can be to elicit a 
response from observers, forcing them to reveal themselves. 


The target might deliberately stop in an area where there 
is no "cover", i.e. any means for you to conceal yourself, 
then move on and do the same again. If you resort to strata- 
gems such as pretending to phone, make sure you insert 
either plenty of money or a phone card, actually dial a num- 
ber, and speak. Note that if you are seen to insert a single 
coin, speak, and then have your coin returned, you have 
blown your cover. If you are forced into a shop and have to 
buy a small item, don't leave the shop carrying it, as the 
object might be noticed later, even though you are not. 


“Нага Targets" 


A person suspected of industrial espionage, for example, 
would be followed all the time until regular visits or meet- 
ings were observed. Then it would be enough to stakeout 
certain locations at the appropriate times in order to make 
a pickup. 


However, a “hard target", such as a really skilled in- 
dustrial spy, will deliberately set up harmless meetings, but 


use another method to deliver information. This might in- 
volve leaving information in a newspaper on a bus or train 
at a pre-arranged time, casually "forgetting" a plastic bag 
in a pub, or even a quick hand-over while going up an es- 
calator to someone going down. 


In this instance it is vital to be able to describe the re- 
cipient, and have radio or mobile phone contact with an- 
other agent during the “follow” phase of operations, able 
to tail the second target. The mobile phone is a boon to 
private investigators, as it is no longer a suspicious activity 
to talk to someone by radio in a car, in the street, on a train 
or in a pub. 


The “Вох” Technique 


If the budget is really open-ended, the “Бох” technique 
is used, with a number of agents strategically positioned to 
box off an area, so that any route the target takes is auto- 
matically covered. There should be an agreed system of 
communication, whether visual, radio or mobile phone, to 
alert team members that the target has appeared and in- 
form them of the initial, apparent route to be taken out of 
the box. 


Your team must always be prepared to pursue the sub- 
ject either on foot or by car or other vehicle, by any route 
taken. This is achieved by taking up "box positions" at ex- 
its to the agreed area, facing in the correct direction if in a 
vehicle. However, it is vital not to follow until the person 
has left the surveillance box. It is a common technique for 
a hard target to move off and then double back to confuse 
followers, just as a routine, in order to force agents to re- 
veal themselves or cause confusion. Such a move does not 
necessarily mean the subject knows you are there, although 
a hard target will always be on the lookout for pursuers. 
For this reason vehicular box positions off the main road 
are preferable, as entering a road at a junction or from a car 
park is not as suspicious as pulling out suddenly after be- 
ing parked on the road. 


Once the box has been broken by agents moving from 
their positions, the target slips away in the confusion. In a 
large scale operation there will be secondary "reinforcing 
box positions", with a second ring of agents ready to pick 
up and track the target, but this is a rare luxury except for 
law enforcement agencies investigating organized crime. 


“Floating Box" Principle 

The "floating box" principle is used when there is a big 
enough team. This means that a group of agents sets up a 
box during a Stakeout, and when pickup occurs the whole 
team moves in the direction the target takes, covering junc- 
tions in front, behind and to left and right. This principle 
can also be used for vehicular surveillance, but one-way 
traffic schemes will suddenly break a box involving cars, 
while on foot it is much easier to maintain the box intact. 


*Loose Surveillance" 

In order to box in your target, thorough preparation and 
reconnaissance is necessary before the Stakeout. If not, an 
unanticipated move by your target could allow him or her 
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to slip out of your net. If there is no urgency, “loose sur- 
veillance” may be carried out to establish a general pattern 
of movement for the target and to determine the operational 
area which has to be covered. This area may not be con- 
tiguous, but could comprise a series of sub-areas: home, 
work place, homes of associates, business addresses, bars, 
clubs, hotels and restaurants. 


Agents should note the social level and style of dress 
prevalent in each location, and the types of vehicles used. 
An expensive car will attract everyone’s attention in some 
inner-city areas, while an old banger will do the same in 
the stockbroker belt. 


It is important for all agents to familiarize themselves 
with the layout of each area. This applies both on foot, so 
the subject does not vanish down some alleyway, and by 
car, so that operatives are aware of traffic flow, one-way 
systems, reverse-flow lanes at peak periods, and traffic 
lights. A skilled hard target will make use of these features 
to shake off followers. Another factor to be noted is park- 
ing restrictions and how rigidly they are enforced. You don’t 
want to be towed away while videoing your target from the 
back of a van or wheel clamped just when you need to give 
chase! 


Reconnaissance To Reveal Back Entrances 
To Buildings 
One vital aspect of this preliminary loose surveillance 


is becoming familiar with all entrances and exits to houses, 
apartment buildings, business premises, hotels, pubs, etc. 


2. What are the three basic stages of any surveillance? 


observation of the person? 


pretending to phone? 


1. Name two types of people to include in a surveillance team. A. Placing agents to cover exits of a 
specified area. 

3. Name the two vital characteristics of surveillance. 
traffic lights and parking restrictions. 

4. What is the initial aim of surveillance? D. No, wait until he or she leaves the 
box, in case there is evasive action. 

5. Why is it important to know the subject's age and have a E. Layout, social level, style of dress and 

photograph? vehicles. 


6. Why is surveillance of the subject's car less important than | F. Preliminary observations to establish 


7. What is the difference between a soft and hard target? 
8. What is meant by cover? 
9. Why should you use several coins or a card when | I. To establish the subject's routine. 


This reduces the risk of staking out a location for hours on 
end, only to find that the target has slipped out by another 
route. Possible means of exit include using a fire escape, 
or entering a toilet and leaving through a back entrance, or 
going down into the basement in the lift and driving out in 
a second car. Worse, the subject could have left and re- 
turned, without your realizing it. 


Inside buildings, be aware that you may be under sur- 
veillance yourself by security guards and could be mistaken 
for a criminal. One way of avoiding coming under surveil- 
lance yourself is to use an “observation post” in a building 
with a total view of all exits to the location being staked 
out. This could be an empty shop, office or flat. Curtains or 
blinds should be drawn at night, and then left closed with 
just enough of a gap for observation. Net curtains may be 
preferable or venetian blinds, but beware of your silhou- 
ette being outlined on the window by a light behind you. 


If you are using empty business premises and you can 
be seen, ensure that you appear to be working. Pay any 
rent or unofficial tip to a caretaker in cash so you cannot be 
traced, and use believable cover story to avoid revealing to 
anyone who is being observed or why. 


Waterside Locations 

In a waterside location a boat is a particularly good 
option, as it often avoids the need for explanations. It can 
also provide a natural way of following the target if he or 
she leaves the area by boat. 


Your 
Answers 
B. When a surveillance team moves as a p 


group, covering junctions and exits all 
round the target. 


C. One-way streets, reverse-flow lanes, 


areas needing to be covered during full 
surveillance. 


G. Stakeout, pick-up and follow. aa 


H. Fire escapes, toilets with two 
entrances, basement car parks. 


e Or 


12. What is a floating box? 


13. What is loose surveillance? 


target is to be observed? 


operations. 


10. What is the box technique? 
11. In a surveillance box, should you follow the target { К. Pretend to be working and have a 
immediately after pickup? believable cover story. 


14. What should be noted about each location in which the 


Answers 


15. Name traffic features which could hamper follow | O. To avoid the subject seeing a single 


16. Name some possible exits from buildings other than main | P. Any hiding place or action to avoid 
entrances. being detected. 

17. What should you avoid during surveillance at night from | Q. Because the subject may walk or use 
the window of a building? public transport. 
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18. What should you do if using business premises for | R. A woman and a member of any local 
surveillance and there is a possibility you may be observed? f ethnic group. 


Possible Answers Your 


L. It should be systematic and discreet. 


M. The former normally does not expect 


surveillance and will not take evasive 
action, while the latter does and will. 


N. To ensure you observe the correct 
person. 


coin returned after you have supposedly 
made a call. 


Advanced Surveillance By Vehicle 
Anticipating And Reacting To Evasive Action 


When involved in a long-term Stakeout using a vehicle, 
it is very easy to leave evidence that will make a hard tar- 
get suspicious. 


Telltale Signs Which Make A Surveillance 
Vehicle Stand Out 


Plastics cups and fast-food containers on the dashboard 
are a real giveaway. So is rubbish accumulating round the 
wheels of a car which has been parked in one place for 
days, even though the agents have been changed. Move 
the car to allow street cleaners to eliminate the telltale signs. 


Don’t keep the engine ticking over or wear seat-belts 
because you suspect the target is about to emerge from a 
building. Keep your foot away from the brake pedal, as the 
brake lights may come on even if the engine is not running. 
Even two men sitting in the front seats of a stationary car 
will attract attention, although not a man and a woman. 
Distinctive stickers and anything left in the car may be re- 
membered, even a special seat for a child. On the other 
hand, these can be added, and later removed to deliber- 
ately vary the appearance of a vehicle. 


The Role Of The Navigator 


Once pickup occurs and a chase by road begins, the 
ideal is to have a driver and a navigator in each vehicle. 


The latter not only reads the map but makes notes, takes 
photographs, and helps the driver by checking for traffic at 
junctions. The navigator also relays details of the speed of 
the target vehicle’s actual route to other team members, as 
well as indicating the subject’s possible intentions. When 
talking by phone the navigator should shield the receiver 
and turn his or her head towards the driver, so that the con- 
versation appears natural. 


Use Of Maps And Odometers 


All agents should have the same maps, and refer to the 
route by the numbers of roads and junctions, except within 
a built-up area which everyone is familiar with. These maps 
can be marked with well-known, easily identifiable fea- 
tures, and each given a number or letter. To specify a point 
of reference which is not shown on the map, there is a use- 
ful technique when a “backing vehicle” is following along 
the same route. This involves simultaneously resetting to 
zero a trip odometer, or odometer, in each vehicle which 
measures the distance travelled. 


Signalling By “Tapping Red” 

Agents should be aware of the model, colour and regis- 
tration number of any other vehicle in an operation — even 
if it is the only other one. But if there is any doubt and 
there is a radio or mobile phone link a useful technique is 
to ask the other car to “tap red”, touching the brake pedal 
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lightly without actually braking so the light flashes for an 
instant. 


Aggressive Driving, But Not Reckless 

The follow stage by its nature involves aggressive driv- 
ing, but this does not mean behaving dangerously. The aim 
is always to keep the target's car in sight, while having at 
least one vehicle in front to provide cover. At the same time 
you should attempt to merge with the traffic and not make 
reckless manoeuvres which attract attention, whether by 
the screech of brakes. or the hooting horns and flashing 
lights of other infuriated road users. 


The driver should concentrate on all the traffic in front, 
watching for signs such as the brake lights of vehicles ahead 
of the target's car. in an attempt to anticipate halts and 
changes of direction, and allowing movement from one lane 
to another to be made naturally and in good time. When 
approaching a junction, it may be advisable to move into 
the same lane as the target and close the following distance 
if you suspect the target is going to leave the road. How- 
ever. beware of mirroring the subject's driving pattern ex- 
actly all the time, particularly at night, as this may be no- 
ticed by an observant hard target. If the subject stops, don't 
pull up immediately behind. This is when a second vehicle 
ready to take over is invaluable. 


Anticipating Evasive Action 

On a multiple-lane highway, a vehicle on the outside 
lane is less likely to exit than one in the inside lane — al- 
though you should always be ready for a last-minute dash 
by the subject across lanes in front of slower traffic which 
leaves you sailing on past the exit in the outside lane. For 
this reason, inform team members in other cars that you 
are approaching a junction. 


It is a fact that anyone preparing to take evasive action 
or make illegal driving manoeuvres is likely to subcon- 
sciously alter his or her style of travel immediately before- 
hand. If the target accelerates, slows down, or makes any 
erratic movements without apparent reason, be prepared. 


Reacting To A U-Turn 


The most difficult evasive manoeuvre to react to with- 
out being detected is the U-turn. Surveillance vehicles fol- 
lowing should pull off the road as soon as possible, but not 
in an unnatural manner which can be observed by the tar- 
get. In England this should ideally be a right turn, so that it 
is possible to re-enter the road by turning left, without cross- 
ing in front of oncoming traffic. 


If there is only one surveillance vehicle, do not pull off 
the road, but slow down and watch in your mirror to make 
sure the target is not going to make another U-turn. Only 
when the subject is safely out of sight can you yourself 
change direction. 


“Command Vehicle" And “Backing Vehicle" 


For effective surveillance using more than one vehicle, 
it is essential to have a designated "command vehicle", so 
there is no doubt as to who makes the decisions. The surest 


way to lose a target is disagreeing on tactics during the 
follow. When several vehicles are involved in a follow, none 
of them is the “backing vehicle” until it is in a position to 
take command of the target at any time. 


The command vehicle should hand over control to this 
second vehicle instantly, without hesitation. This should 
be done at a specific spot and the takeover acknowledged. 
The former backing vehicle then becomes the command 
vehicle, with control of the operation, and its navigator 
should immediately inform other team members of its new 
status. 


“Lost-Command” Drill 


A team can “lose command” of a subject simply be- 
cause of weather or road conditions, not just evasive ac- 
tion. The basic rule if there is only one surveillance vehicle 
is to continue on the same route and in the same direction 
until you have a good reason not to. It is very easy to panic, 
and make one turn after another. If you do this you have no 
idea where the target is. 


On the other hand if you drive as fast as you can in the 
same direction and do not encounter the target vehicle, you 
can be fairly sure it has turned off, and you know roughly 
where. 


If there is a team of surveillance vehicles, the command 
vehicle should immediately inform the others that the tar- 
get is “temporarily unsightly”, usually shortened to “temp 
unsighted". When the target vehicle reaches a turn-off point, 
the team is informed that the subject is “unsighted”. 


The command vehicle then takes the route considered 
the most likely one for the target to have taken, while the 
backing vehicle takes the second most probable. In a large- 
scale operation it is always a good idea to have surveil- 
lance vehicles travelling on any parallel routes which ex- 
ist, even if not a full floating box. There is then a very good 
chance that the target will be sighted automatically. The 
first vehicle to sight the target becomes the command ve- 
hicle, and informs other team members. 


It is possible to estimate how far the subject is likely to 
have travelled, assuming that records have been kept of the 
target vehicle’s speed. So drivers of other surveillance ve- 
hicles can calculate when the target is likely to be in their 
area, or increase speed in an effort to make a pickup at a 
specific junction marked on their map. 


A time is reached when it has to be accepted that the 
target could be anywhere and is unlikely to be sighted. In 
this case, all vehicles return to the point where command 
was lost and set up a Stakeout, in the hope that the subject 
turned off the road in that area and will eventually reap- 
pear, allowing a further pickup to be made. If there are 
enough surveillance vehicles, it is even advisable to have 
left one there initially, as soon as command was lost. 
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1. What telltale signs could reveal a surveillance 
vehicle? 


7. What is meant by tapping red? 


lost. 


operation? 


13. What is the point of recording the target's 
speed? 


Possible Answers Your 
Answers 
A. To measure distance travelled from a specific 
point. 
2. What is the role of the navigator? B. Touching the brake pedal lightly for ident- 
ification purposes. 
3. What should you do when talking by phone or | C. By brake lights of cars in front of the target or 
radio in a car? erratic movements by the target. 
4. What is important about the maps agents use? | D. The agent in charge of the command car. Peed 
5. What is the function of a trip-odometer? E. Wait till the target is out of sight, then make a 
right turn off the road. 
6. What should agents know about vehicles of team | F. To estimate the likely distance covered in a 
members? given time if command is lost. 


G. Follow the most likely routes, and if not sighted, 
mount a stakeout at the point where command was 


9. How can you anticipate the target's movements? | I. By screeching brakes, horns and flashing lights 
because of reckless driving, mirroring the target's 
driving, stopping immediately behind or when the 
target makes a U-turn. 


10. If the target makes a U-turn, what should you | J. Map reading, making notes, taking photos, 
do? watching traffic, communications. 


11. Who makes the decisions during a follow | K. Full description and registration number. 


12. What is the drill if you lose command of the | L. Food and drink containers, rubbish round the 
wheels, wearing seatbelts, engine ticking over, 
brake lights, two men, any distinctive item which 
could be remembered. 


Advanced Surveillance On Foot 
In the Street And in “Public Locations” 


Most of the basic tactics for vehicular surveillance ap- 
ply to foot surveillance too, with one person clearly in com- 
mand. This should be the person who can see the target or 
is the most likely to make the initial pickup during a Stake- 
out. 


Practise Orientation 

It is important to practise orientation so that agents know 
which is north, south, east or west, and so can transmit in- 
formation on direction to other operatives. The sun is the 
best guide during the day, bearing in mind the time – in the 


south at midday, to the east earlier and to the west later. 
Sometimes shadows indicate direction when the sun itself 
is obscured by a building. Maps should be folded as small 
as possible, or the most compact street atlas used, if in book 
form. 


When Movement, Or Lack Of Movement, 
Attracts Attention | 


When using a concealed microphone for radio commu- 
nication, it is important not to attract attention by lowering 
the chin when talking. This is not necessary with modern 
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equipment. Agreed visual signals must be decided on in 
advance. These need not be hand signals. but whatever 
method is used they should appear to be natural movements. 


Resist the natural temptation to take cover in a door- 
way or elsewhere if the target looks in your direction. This 
will only attract attention. Watch out for potential cover 
opportunities - never use them when the target is looking. 
Suitable short-term Stakeout positions include phone boxes. 
park benches and bus stops. You do not necessarily need to 
be concealed during a Stakeout as long as the position is 
natural. However, if there is any possibility that the target 
may be watching you without your knowledge, you 
shouldn't stay in an open Stakeout position longer than 
appears natural. For example, it is O.K. to wait at a bus 
stop, but not to let several buses go past, unless, of course 
many different services pass the particular location. 


An advantage of foot surveillance is that you can fol- 
low the target on either side of the road, but be careful not 
to lose the subject because heavy traffic prevents you from 
crossing the street. 


*Blind Corner" Tactics 


When the target turns a “blind corner", so you cannot 
see what he or she is doing, an immediate tactical decision 
has to be made. Do you continue past the corner to avoid 
being detected or arousing suspicion? If you are on your 
own, the best option is not to turn the corner immediately 
but cross to the other side of the street, looking down the 
street just as any pedestrian would, but observing if the 
subject has stopped or appears to be keeping a lookout for 
pursuers while walking. If not, turn in the same direction 
when you arrive at the opposite pavement. 


When there is more than one agent, it is preferable to 
let a second person take over the follow operation, perhaps 
pausing to look in a shop window, at a bus stop or in a 
phone box to continue observation until the subject is out 
of sight. 


If you arrive at a corner and the target is not in sight, 
use exactly the same tactics as during vehicular surveil- 
lance. Report the target "temp" unsighted or unsighted. 
Follow the most likely routes the subject could have taken, 
and then set up a Stakeout. If the subject definitely couldn't 
have left the street, even running at top speed, set up a Stake- 
out immediately. However, make sure he or she could not 
have escaped by other means, such as a waiting car, taxi, 
bus or underground. 


Special Problems In “Public Locations" 


"Public locations" such as shopping centres, department 
stores, restaurants, bus and train stations and airports pose 
problems which do not exist on the street. Sometimes en- 
tering such a place is a deliberate move by a hard target, 
with the aim of inducing operatives to reveal themselves. 
In these locations you can be completely cut off from other 
team members without communication by radio or mobile 
phone. When the team does not have communication equip- 
ment, the whole group is more likely to enter, to retain vi- 
sual contact. 


А large number of potential escape routes means you 
can be faced with the alternatives of being detected or let- 
ting the target go. You should almost always do the latter, 
immediately giving details of the target's movements to 
other team members. 


Avoiding Eye Contact 

In such enclosed areas, an agent needs to get closer to 
the target to avoid losing him or her, making the risk of 
detection greater. This is particularly true if there is eye 
contact between the target and the agent. Even if this is 
accidental. a subconscious image of your face is likely to 
be retained in the subject's memory. So the operative should 
attempt not to be in a position where a face-to-face con- 
frontation is possible. However, if such an encounter oc- 
curs, it is even worse to make a noticeable attempt to evade 
eye contact. 


Staircases and lifts are places where you are particu- 
larly likely to be noticed. If you do decide to enter a lift 
together with a subject, you become even more visible if 
you leave on the same floor. Should you decide to enter, a 
way of transmitting the destination floor to another agent 
is to position yourself near the panel of buttons and acti- 
vate the radio while asking the target which floor he or she 
wants. You may decide it preferable not to enter, and in- 
stead watch the floor numbers in an attempt to work out on 
which one the target left the lift. 


In a hotel another option is to enter the lobby, and listen 
to the conversation with the receptionist. It is surprising 
how far away you can be and still eavesdrop. Useful infor- 
mation can also be obtained in the same way in a travel 
agency. 


In a restaurant, try to position yourself so you can see 
the subject without being seen yourself. Order a meal that 
can be served quickly, ask for the bill when it is served, 
and have cash ready, so you can leave rapidly as soon as 
the target does. 


Transmit Information Without Delay 


If the subject makes contact with someone else inside a 
public location, a full description of this “secondary tar- 
get" should be immediately relayed to team members out- 
side. Do not wait until the two targets separate, as there 
may not be time to transmit the information then. 


Should it appear that the meeting between the two tar- 
gets is going to be a fairly lengthy, one or more additional 
agents may enter the location. However, it could be prefer- 
able for others agents to remain outside if the target can be 
observed without entering, or if there are a limited number 
of exits. 


When the two targets separate, the agent who has com- 
mand of the primary target should indicate which person 
he or she is going to follow, and a second agent should 
acknowledge taking command of the other target. If you 
are alone, it is nearly always preferable to follow the sec- 
ondary target and let the other one go. Contact can usually 
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be re-established with the primary target, but you need in- 
formation about the secondary target's home or work place. 


Silent Radio Communication 


The reason for radio communication in which one per- 
son is silent is to avoid anyone overhearing a conversation, 
not just the target. You never know who is an associate of 
the subject, and there is the additional danger in a public 
location of a security guard suspecting criminal behaviour. 
Silent communication relies on the second agent who is 
not in command of the subject knowing what questions to 
ask, so that a response can be made with one click on the 
transmitter button meaning "yes" and none meaning “по”. 


Examples of suitable questions are: 
* [s that (name of agent)? 
* Are you in command? (To ask if the target is in sight.) 
* Is the target in contact? (To ask if the target is meeting 


someone.) 


If there is no response to a question, a further one can 
be asked, to make sure the lack of response was deliberate. 
and not due to a breakdown in communications. For ex- 
ample: 


* Are you not in command? (To confirm that the target is 
not in sight.) 


during a follow operation on foot? 


a blind corner? 


9. What should you normally avoid when close to the 
target? 


1. What should you practise to avoid losing a target | A. Eye contact. 
2. How could you inadvertently attract the subject's | B. Phone or radio the second person's des- 
attention? cription to another agent. 

3. What is often the best guide to direction during the | C. Sometimes by watching the numbers as they 
day? light up. 

4. Name stakeout positions which do not require you | D. Just listening from a safe distance at recep- 
to be concealed. tion. 

5. What should you do if the subject turns a blind | E. The second person, not the target. 

corner? 


6. What do you do if the subject vanishes after turning | F. Order something which is quick to prepare, 
ask for the bill when you are served, and have 
cash ready to pay. 


8. Name the difficulties of surveillance in public | H. Responding to questions by clicks on the 
locations. transmitter button. 

I. By pressing the redial button and recording 
the tones. 


Imaginative use of such negative questions can allow a 
lot of information to be transmitted solely with clicks. Bear 
in mind that the silent partner can initiate the interchange 
without speaking, using a series of clicks. 


Discovering A Number Called From A 
Public Or Private Phone 


Most people will assume that using a public phone re- 
duces the risk of anyone finding out who is being phoned. 
This is not true. However, entering an adjacent one or wait- 
ing nearby in an attempt to overhear the conversation or 
observe the number dialled is a high-risk move. You will 
almost certainly be scrutinized by a hard target. 


А far better option is to wait close by, but preferably 
out of sight, and quickly enter the phone box before any- 
one else does when the target leaves. Then press the redial 
button, and record the tones on a miniature tape recorder. 
You should be able to decipher the number called by com- 
parison with a similar phone. To eliminate any doubt, press 
each number in turn on the actual phone used and record 
all the tones, preferably at least twice in case you make an 
error. Of course this technique will work on a private phone, 
too. if you have access. 


To avoid anyone using this trick on you, dial another 
number when you have finished your call, and hang up 
before there is time to answer. It is best to use a real num- 
ber than a random one, as this will waste the time of any- 
one making checks on you. 
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10. If in a lift with the subject, how can vou inform 


to? 


11. What is a possible way of discovering on which 
floor the subject leaves a lift? 


J. Because they can elicit a positive response 
another agent by radio which floor the subject is going | rather than silence. 


K. By taking cover while the subject is looking 
in your direction or lowering the chin when 
talking into a concealed microphone. 


12. What is sometimes the simplest way to find out | L. Shopping centres, stores, restaurants, bus 
which hotel room the target is staying in? and train stations, airports. 


14. What is the first thing to do , if possible, when the | N. Lack of 


13. In a restaurant, how can you ensure you are ready | M. Phone boxes, park benches, bus stops 
to leave when the subject does? „ 


target makes contact with another person? 


15. If the target meets someone, who should you 
follow after the meeting? 


: communication, large number of 
exits, need to follow target more closely. 


O. Continue on across the street while observ- 
ing the subject, then turn if the subject has not 
stopped and you are not being watched. 


16. What is silent radio communication? P. By activating your radio and asking the 
subject which floor he or she requires. 

17. Why are negative questions often better during | Q. The sun or shadows. 

silent radio communication? 

18. How do you discover what number the target has | R. Follow the most likely route then set up a 

phoned from a public call box? stakeout if the subject is not encountered. 


Advanced Surveillance By Public Ti ransport 


Bus, Train, Underground, Taxi 


Surveillance on public transport is the most difficult 
type of observation. A common trick is to jump on a bus at 
one stop and off at the next, or travel just a couple of min- 
utes to the next station, possibly changing trains — coming 
back in the same direction. 


Team members must know in advance where all taxi 
ranks, bus stops and train stations are. Note if train and bus 
stations have another entrance to the booking hall, so that 
the subject can leave without travelling anywhere. Also find 
out where the next stopping place or station is — in each 
direction, as well as the general route. Don't trust to 
memory. Carry route maps for buses and trains. 


Have Your Change Or Tokens Ready For 
The Train 


Underground systems and train networks are particu- 
larly easy to get lost in, especially if the target has informa- 
tion you do not, such as which stations certain trains do not 
stop at, sometimes just during rush hours. Or you might 
lose the target because he or she has a weekly ticket, a to- 
ken or change for a ticket machine, while you do not. How- 
ever, if the subject has to buy a ticket, try to discover the 
destination either by watching which button is pressed on 


a ticket machine, or standing close enough to the ticket 
office to hear. It may then be possible to send a vehicle to 
the destination for a pickup there, but bear in mind that a 
hard target may buy a ticket to one station, but get off at an 
earlier one. 


Another snag is that your radio or mobile phone may 
not work in trains, particularly in tunnels. Even if it does, 
you might have to use voiceless communication to relay 
information. 


You Don't Have To Board A Bus At The 
Same Stop As The Subject 


The advantage of tailing someone on a bus is that the 
subject can instantly be seen getting off, instead of being 
hidden in a subterranean maze of tunnels. But the disad- 
vantage compared with trains is that usually there are far 
more stops. You may suspect the target has arranged a meet- 
ing on the bus. If so, and you do not have a surveillance car 
nearby, take a taxi to another stop and board the bus there, 
taking care the target doesn't observe you. 


On a bus with two entrances, use the rear one, and sit 
behind the target, but not suspiciously close in an almost 
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empty bus. To report details of any meeting it will be nec- 
essary to use voiceless radio communication. 


Taxis — “Follow That Car" 


Taxis are fairly easy to follow, just as you would any 
other vehicle, but the driver is likely to have an intimate 
knowledge of the area which you may lack. If you are on 
foot, the only option to losing the target may be hailing 


transport to evade followers. 


lance by public transport? 


public transport. 


1. Name common tricks used by hard targets on public | A. When the target takes a taxi or enters a bus, 
and you need to follow it, perhaps just to 
another stop. 


2. What should you always have available for | B. By a rear door if possible and behind the 
surveillance on public transport? subject, but not too close. 

3. How can you discover a target's apparent destin- | C. To trage it through the firm if you lose 
ation at a station? contact. 


4. When might you need to use a taxi during surveil- | D. Silent communication will probably be 
necessary and equipment might not work in 
trains. 


5. Why should you note the number and company | E. Maps and change or tokens. 

name of a taxi taken by the subject? 

6. How should you enter a bus and where should you | F. By watching a ticket machine or listening at 
sit? the ticket office. 


7. Name two aspects of radio communication on { G. Travelling one stop on a bus, changing trains 
and returning in the same direction, buying a 
ticket for one destination and getting off at 
another, entering a station but leaving without 
travelling. 


another cab, and saying the words you've been longing to 
since the start of your new career: "Follow that car.” How- 
ever, outside the city centre this is going to make you in- 
stantly noticeable. It is also likely to require a large tip. 


Always note the name and number of any taxi the tar- 
get uses. Even if you lose contact you may be able to dis- 
cover the destination through enquiries with the taxi firm. 
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Advanced Surveillance: Flights And Ferries 
And Other Sea And River Crossings 


When the target takes a regular or charter flight you 
are not likely to have any warning until you approach the 
airport. Exceptions are when during long-term observa- 
tions an agent has managed to observe the booking and 
obtain details of the flight — for example in a travel agency 
— or if you have an undercover source of information. 


Risks Of Flying With Radios - And A 
Possible Alternative 


Even if you manage to get on the same flight, checking 
in radio equipment may give you problems. Scanning for 
bombs and the process of answering questions about what 
you are doing with the gear will attract attention. At your 
destination, possession of anything other than a standard 
mobile phone may take some explaining away, and on a 
more mundane level just the time needed for extra paper- 
work could mean you lose command of the subject. 


Mobile phones are a possible alternative. It will be nec- 
essary to have subscribed in advance to an international 
network for them to be any use to agents, although you 
may be surprised where coverage is available. Links are 
being expanded to such faraway places as Qatar, Hong Kong 
and Indonesia. On the plane you will not be able to use 
radios, but public phones are sometimes available. 


The Best Part Of The Plane To Sit 


In-flight surveillance is difficult because you cannot 
choose where you sit nor move around too much. You 
should aim to board the plane ahead of the subject — but 
not just ahead so that any communications equipment is 
seen. 


In the unlikely event that you know where the target is 
going to sit, there are two possible choices of seat. When 
in-flight observation is important, try and sit just behind 


the subject. If the aim is a pickup at the destination, ask for 
a seat near the front of the plane to minimize the chance of 
being detected, and increase the chance of leaving the plane 
before the subject. 


Target May Not Do Business At The 
Destination, Or Even Fly There 


Don't assume that the target will necessarily fly to the 
final destination of the plane if there is a stopover, even if 
he or she has a ticket for the full flight. Also bear in mind 
that the whole purpose of a flight may be a meeting during 
a stopover, not at the destination. 


Questions 


3. Can mobile phones be used abroad? 


4. Can you phone on board a plane? 


6. How could you lose contact with a su 
flight? 


business at the destination? 


8. What are the advantages and disadvantages of sea 
Or river crossings? 


7. What might be the point of the flight, other than | G. Aim to board before the subject, book a seat 
behind if possible for observation or at the front 
to avoid detection, and try to leave before the 
subject. 


H. On the way to the airport. 


Target May Return On Same Ferry 

Ferry crossings are less likely to be troublesome, as they 
are slow and predictable, and there is often a faster method 
of arriving before the subject, such as flying, hovercraft, 
hydrofoil, catamaran — or sometimes tunnel, whether road 
or rail. It there is no room for your car, it is nearly always 
possible to travel as a foot passenger. 


Keep in mind the possibility that the target may return 
on the same ferry, without disembarking, particularly on a 
short crossing. The crucial business may have been carried 
out during the voyage. 


Possible Answers Your 
Answers 

1. When are you likely to find out the subject is flying? | A. If there is a stopover. 

2. Why might mobile phones be a better option than | B. Sometimes, if there is a public phone, but not 

radios when the subject takes a flight? with your mobile. 

C. A meeting during a stopover. EN 


D. You may be able to arrive before the subject 
by faster transport, but the subject might con- 
duct business during a crossing, or return 
without landing. 


5. What procedure should you follow for in-flight | E. Yes, if you have subscribed in advance. 
surveillance? 


bject during a | F. Because of problems checking in and at the 
destination. 


Advanced Surveillance Night Operations 
Night Vision Devices And Techniques 


During surveillance under cover of darkness agents can 
give themselves a huge advantage by using night vision 
devices (N.V.D.s). These allow observers to make use of 
the extra cover offered by darkness. while being able to 
view the target. sometimes even from a distance. However, 
they are not cheap. 


Passive And Active Night Vision Devices 


There are two basic types of N.V.D.s: 


* Passive devices usually work by magnifying existing 
illumination, and therefore require some li ght. whether from 
the moon, street lights, buildings or car lights. Another va- 
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riety of passive device is thermal imaging equipment, which 
detects and amplifies radiated heat from people, animals, 
cars and other machinery. 


* Active devices can be used in total darkness, being pro- 
vided with infra-red spot illuminators or long-range zoom 
laser illuminators, also providing visibility through fog, haze 
and smoke. 


Disadvantages of N.V.D.s are the red beam produced 
by infra-red devices and the light emitted through the eye- 
pieces of all devices. The latter deficiency can be over- 
come by using a retractable eyepiece, which automatically 


А ———— 


closes when removed from the face. Specialized N.V.D. 
binoculars are more effective than monocular N.V.D.s. and 
N.V.D. goggles are also available. 


Night Photography 

Photography and videoing is possible at night using 
infra-red vision-enhancement equipment and infra-red film, 
but not all cameras are compatible. At dusk, or if there is a 
lot of light from a source such as shop windows, an ordi- 
nary 35 mm. camera with a 1000 A.S.A. film may provide 
usable pictures. Buy such a film and experiment if you have 
never used one before. 


Cheap But Invaluable Night Aids 


All this high-tech equipment may be beyond your reach 
financially to start with. If so, don't ignore two cheap night 
aids: small, palm-size flashlights and shaded lights for use 
in a vehicle when writing or map reading. Shaded lights 
limit the amount of light that can be seen outside the ve- 
hicle and are necessary because certain colours on maps 
do not show up under a standard white beam. 


How To Dress At Night 

During a follow operation on foot, the agent will be 
less visible with dark clothes, but don't dress like a com- 
mando or burglar, with Balaclava heret or a blackened 
face. 
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other agents at night? 


Possible Answers 


A. The infra-red beam and light emitted by 


1. What are the two basic types of NVDs? 
eyepieces. 

2. Name two types of passive NVDs? B. The rear light signature and silhouette of the 
subject's car. 

3. What do active devices use? C. Flashlights and shaded lights for map 
reading and making notes. 

4. What are the disadvantages of NVDs? D. Those which enhance existing light and 
those which detect and amplify heat. 

5. What cheap aids help avoid detection during night | E. Infra-red radiation. 

surveillance in a car? 

6. How can you avoid attracting attention through car | F. Passive and active. 

lights ? 

7. What cheap and simple item could allow ү С. Dark colours. 

photography in poor light? 

8. What is the most important characteristic of night | H. A 1000 A.S.A. film. 

dress for surveillance? 


9. What additional information should you transmit to | I. Make sure all are working; that there are no 
dim lights; use kill switches for brake and 
reversing lights; avoid touching the brake pedal 
and indicator switch unnecessarily; dim or 
brighten headlight; don't use interior lights. 
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Avoiding Attracting Attention Through Car 
Lights 


Check that all lights on your car are working correctly. 
Non-functioning or malfunctioning lights will be noticed 
by the subject — even just a single dim one. 


The subject's car will have a distinctive "rear light sig- 
nature" — configuration, colour, shade and brightness. This 
should be noted, and details transmitted to other agents. At 
night it is as important as the registration number. Also 
describe any distinctive silhouette, both of the vehicle and 
the occupants. 


Think twice before indicating that you are going to turn, 
as indicator lights are more noticeable at night. Don't use 
interior lights. If your car has a control to dim or brighten 
headlights, use it to give the impression of different ve- 
hicles at different stages of the follow. 


A specially-installed “kill switch" can be used on brake 
and reverse lights to avoid attracting attention when 
manoeuvring in car parks, etc. А second reminder: brake 
lights can be activated by touching the pedal even when 
the ignition switch is in the off position. 


Dress, Disguise And Mannerisms 
How Not To Stand Out In A Crowd 


Forget about false moustaches and dark glasses — gen- 
erally. The ideal agent does not merit a second glance, and 
should have no characteristics making him or her memo- 
rable. The last thing you want is to stand out as a potential 
member of the Mafia. However sometimes it is advisable 
to adopt a false identity. 


Mr. Or Ms. Average 


Physical appearance is important — not too tall. but not 
very short, neither too thin nor grossly overweight. A stun- 
ningly good-looking person is as bad as someone who is 
repulsively ugly or has some disfiguring scar or birthmark. 
Mousy-coloured hair is normally preferable in England. 
with subdued make-up and conservative earrings for 
women, and for a man no earrings or visible tattoos. In 
other words, you should aim to be average. In areas with a 
large ethnic population it is best to have at least one mem- 
ber of a team from the dominant group – Asian, Afro-Car- 
ibbean or in the United States Hispanic or Chinese. 


Deliberately Changing Your Appearance 


If you start out by being incgnspicuous it is much easier 
to add noticeable features which can be discarded when 
they have served their purpose. One exception to this gen- 
eral rule is that beards and moustaches are best grown be- 
fore a long-term surveillance assignment, and possibly 
shaved off part of the way through — perhaps the beard first, 
leaving a moustache to be removed in a second facial trans- 
formation. But be careful about leaving telltale pale patches 
of skin. 


Magnetic Jewellery 


Rings can be a problem, as when removed they may 
also leave a mark. Many men will look at a woman's hand 
to see if she has a wedding ring, and such a mark is suspi- 
cious to someone expecting to be under surveillance. In 
another country any ring should be worn on the hand which 
is customary locally. This also applies to watches. In gen- 
eral jewellery should not be worn, for two reasons: it is a 
distinguishing feature, and it can attract attention by re- 
flecting light. But if a particular identity requires earrings 
or a stud in the nose, for example, bear in mind that mag- 
netic jewellery is now available which does away with the 
need for piercing. 


Wigs, Hair Dyes And False Facial Hair 


Wigs are easier for women to wear convincingly, al- 
though a man does have the option of having his hair cut 
very short or even shaving his head. So it is best to habitu- 
ally have hair slightly on the long side, rather than too short, 
although in a conservative style. A possibility for both sexes 
is colouring the hair — but not with a do-it-yourself dye 
which could run in the rain, damage the texture or leave 
you with a punk-like shade which instantly grabs everyone's 
attention. However, a woman might use a hair spray for 
colouring. 


Wigs are best custom-made, particularly for men, and 
facial hair, too, although the latter is not likely to be used 
very often. It is vital for false facial hair to match natural 
hair or a wig both in colour and texture. The adhesive used 
to apply it should be impervious to rain and sweat. 


The Main Function Of Contact Lenses 


Contact lenses can change the colour of your eyes, but 
you generally don't intend to get close enough to the target 
for him or her to look into your eyes. The most important 
function of lenses is to avoid wearing glasses and give the 
option of wearing sunglasses — although more often than 
not the latter will attract attention in England. 


If you need to wear glasses, ask your optician if contact 
lenses are a possibility. The new soft or disposable types 
are much easier to get used to than the older hard ones. 
Perhaps for you there is no alternative to glasses, in which 
case choose at least two inconspicuous styles of frames. 
For someone who doesn't wear glasses, frames containing 
plain glass are a possible element of disguise, to be used 
sparingly. 


How To Dress For Nearly Every Eventuality 

Itis impossible to dress for every possible contingency, 
but it helps if members of a team agree in advance what 
they are going to wear to cover different eventualities. In a 
long-term surveillance assignment it is a good idea to log 
the clothes worn daily and try not to repeat the same items 
too frequently. Normally try to blend with the surround- 
ings by not dressing too smartly or scruffily. But bear in 
mind that dress which allows you to merge out on the street 
may make you instantly noticeable once you enter an of- 
fice block or a smart hotel or restaurant. 


Don't wear garments with bright or contrasting colours, 
pictures, lettering or logos. Your aim most of the time is 
not to stand out in a crowd. Don't wear any one item un- 
usual enough to be remembered — a bright Mickey Mouse 
tie, a striking piece of jewellery or an expensive looking 
watch, for example — unless the aim is to wear it once as 
part of a disguise and then discard it. Women should shun 
tight clothing. Hats are best avoided by men and women, 
and umbrellas should be the small, folding type, in a single, 
subdued colour. 


The Layering Technique Of Dressing 

An aid to a flexible style of dressing is to layer cloth- 
ing, provided the weather permits this technique. Wear a 
tee-shirt under a shirt or blouse, under a sweater, with a 
jacket and coat on top. Each garment should be as thin and 
lightweight as possible and a man can carry a plain plastic 
carrier bag and a woman a fairly big handbag, or a shop- 
ping bag, so that garments removed can be retained. Choose 
shoes which blend with all styles of clothing and have soft 
soles to avoid making a noise. 
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Analyse And Control Mannerisms 

Mannerisms are a potential giveaway, particularly those 
resulting from nervousness or wearing bugging devices or 
communications equipment. You may even find yourself 
unconsciously touching a mobile phone if you do not nor- 
mally carry one. Also there are characteristic ways of walk- 
ing, standing sitting, moving the hands, positioning the head 
when talking or listening — all of which may attract atten- 
tion. You may have a distinctive laugh or smile which the 
target will recall, or certain words or phrases you habitu- 
ally use. Team members should analyse one another's pos- 
ture, motions and speech so that everyone becomes aware 
of his or her peculiar mannerisms so as to control them. 


*Total Disguise" 

An exception to the aim of being inconspicuous is when 
it is anticipated an agent will be seen by the target or has 
already been close enough to the target for his or her ap- 
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3. What is the best hair style and colouring? 
^A 


4. What is important about wigs and false facial 


5. What alternatives are there to false hair? 


7. What are the disadvantages of jewellery? 


8. How can you wear jewellery without piercing? 


9. Are earrings for men and tattoos a good idea? 


11. Are sunglasses a good method of disguise? 


13. What are the main dress rules? 


Possible Answers 

1. Should you always adopt the most distinctive | A. Only when adopting total disguise. 

disguise possible? 

2. What aspects of your physical appearance could | B. They should be used with caution, as the style 
be a disadvantage for surveillance? may be remembered. 

C. Not too smart or scruffy. no bright or contrasting 


colours. no pictures, lettering, logos or distinctive 
items. no hat, and for women no tight clothes. 


D. No. avoiding wearing glasses, or allowing the 
hair? wearing of sunglasses. 
E. Wearing several layers of light-weight clothing 
to alter the appearance by removing them. 
6. What problem could there be when a beard is { F. No, in England they are more likely to attract 
shaved off? attention. 
G. They should match different clothes and be soft- 
soled to avoid noise. 


H. Adopting a completely different identity, 
sometimes using distinctive items to be discarded 
afterwards. 


I. Distinctive speech and mannerisms. 
10. Is changing the eye colour the main function of | J. Only the small folding type, which is easy to 
contact lenses? conceal, and only a plain subdued colour. 


K. They should be custom-made, match existing 
hair and the adhesive must be water-resistant. 


12. Are ordinary glasses with plain lenses a good | L. No, your aim is normally not to be memorable. 
method of disguise? 
M. Patches of pale skin. 


pearance to be recalled in the future. In these circumstances 
“total disguise” is necessary. 


This is when you can let your imagination go to town, 
but there are important principles to adhere to: 


* The transformation should be as complete as possible, 
including a change of shoes. 


* Two different identities must not be used in the same 
location or on the same occasion. 


* There ought to be a conscious effort to change manner- 
isms, which are sometimes retained subconsciously in the 
target's memory. 


A long as you stick to these basic rules, totally chang- 
ing your identity and apparent personality can turn work 
into fun. 


14. What is the layering technique? 


17. What aspects of disguise do not involve phys- 
ical appearance or dress? 


18. What is total disguise? 
19. Name the basic principles of total disguise. 


N. It should be as complete as possible, two 
identities should not be used in the same place or 
at the same time, and mannerisms should be 
altered. 


15. Should you use an umbrella? O. Nondescript colour, not too short, but not so 
long as to be noticeable, a conservative style. 

16. What is important about shoes? P. It attracts attention, reflects light, and a ring may 
leave a pale mark. 


Q. Being very good looking, very ugly, extremely 
short or tall, or very fat or thin, having scars or 
birthmarks. 


R. Dyeing and cutting hair, shaving the head, 
shaving off a beard or moustache. 
S. Using the magnetic type. 


Vetting People 
Checking On New Or Existing Employees 


. 

Many companies ask potentiafmployees for references 
but never take them up. On the other hand some firms carry 
out extremely extensive checks on a person’s background 
before a job offer is made. 


Checks To Reduce Risk Of Industrial 
Espionage 

Manufacturers of products involving secret processes 
will certainly make enquiries to reduce the risk of indus- 
trial espionage — for example pharmaceutical companies. 
So will a lot of firms in computing and telecommunica- 


tions, particularly if they have government contracts, and 
of course armaments manufacturers. 


If there is a leak of secret information, far-reaching 
checks will be made on everyone with access to that infor- 
mation. 


When asked to vet someone, you will be given basi- 
cally the same information as if you were asked to trace 
someone, except that the current address will be known, 
and there will be a list of several previous employees. 


Don't Assume Current Address Correct — If 
Not, Why? 

Never assume that any information is necessarily cor- 
rect — not even the current address. A new address might be 
in order to vanish without trace sometime in the future, 


although not notifying the employer could be an innocent 
oversight. 


Inconsistent Dates Could Reveal Undeclared 
Employment 


Look for inconsistencies and omissions. Are the actual 
dates for previous jobs given by former employers the same 
as those claimed? If not, a gap could reveal employment 
the subject does not want to divulge, perhaps with a com- 
petitor. Alternatively, the motive might just be to conceal a 
period of unemployment he or she would prefer not to 
mention. 


When talking to previous employers, take note of what 
is not said. If the subject is warmly praised, you can usu- 
ally take it there was no problem. But refusal to comment 
or awkward silences could indicate that the person you are 
talking to can't say anything good, and so would prefer to 
say nothing. 


Check On Previous Employer, Not Just 
Subject 


As well as checking on the subject, make enquiries about 
the type of business carried out by previous employers, and 
possible connections with any other company which could 
turn out to be a competitor of your client. 


How To Make Financial Checks 


Another reason for vetting will be to ensure that em- 
ployees are financially stable. Debts or money problems 
could make them less reliable, vulnerable to bribery or even 
tempt them to defraud an employer. 


A minor criminal record in the distant past might not 
disqualify a person from employment in certain positions, 
but a county court judgment for debt could well make a 
person unsuitable for a key job. 


When You Can Use The Police National 


Computer 

If you are vetting someone for a social services posi- 
tion or a job as a care worker, a check can now be made 
using the Police National Computer. 


Instant Hire Purchase Checks On Cars 


If you want to know whether a car is being bought on 
hire purchase, phone H.P.I. Autodata, on (01722) 422422. 
Information is supplied by phone if payment for the en- 
quiry is made with a credit card. 


National Credit-Checking Agencies 


There are national credit-checking agencies in Britain 
which may be accessed directly through a computer link. 
Alternatively you can contact a credit investigation agency, 
listed in the Yellow Pages. Checks should be made of sev- 
eral of the main agencies, as they all have different infor- 
mation. There may be no financial black marks such as 
county court judgments or defaults on loans recorded 
against your subject. But this does not mean he or she is 
free of debt. It simply means no-one has taken successful 
legal action or reported an unpaid debt to one of the agen- 
cies. 


Look for bad payment records on existing or previous 
loans. Also, if a loan was in аггеатфапа then repaid with a 
lump sum, ask yourself where the cash came from. Be 
sure your search includes previous address, not just the 
current one. 


Prepare A List Of Visible Assets 


A standard of living higher than that which could be 
supported by a person's known or declared salary could 
indicate a hidden source of income - such as bribes from 
a competitor. So you should prepare a list of visible as- 
sets, such as a house — and its contents — holiday cottage, 
car, boat and even expensive jewellery, watches, etc. Ex- 
penditure on children's education, membership of exclu- 
sive clubs and habitual dining out in fashionable restau- 
rants help complete the financial picture. However, don't 
assume that expensive consumer goods have been paid 
for. They could indicate debt rather than wealth. 


Land Registry Checks For Second 


Mortgages And Possible Debts 


Check with the Land Registry to find out if anyone has 
registered an interest in the subject's house. You are look- 
ing for a “class F" land charge. Possible reasons are a sec- 
ond mortgage, legal proceedings for debt or a divorce case. 
Sometimes a "caution" may be shown against a property 
because of late payment of a mortgage or other charge. 


First contact the District Land Registry (address in the 
phone book) which deals with registered properties. If the 
registry informs you that the house is not registered, make 
sure it covers the area where the property is situated. If so 
contact the Land Charges Department in Plymouth — tele- 
phone (01752) 779831 — which records charges on non- 
registered property. Don't forget to check on any second 
home. 


Evidence Of Debts May Be Obtained At 


Previous Addresses 

Visit previous addresses and make discreet enquiries to 
obtain any information you can. In particular look for evi- 
dence of previous debts, such as people looking for the 
subject, and letters being delivered to a former address, 
rather than being redirected. 


Ensure You Know In Advance If You Are 
Talking To Relatives 


Before calling at old addresses, check in the phone book 
and electoral register for the name of the occupants so you 
know in advance if they are relatives. Don't forget to search 
for a woman's maiden name if you know this, whether of 
the subject or the subject's wife. If the person is not mar- 
ried to his or her partner, look for both names. 


You Don't Know What You Are Looking For 
Until You Find It 


In the vetting process you often don't know exactly what 
you are looking for until you find it. Perhaps it will be just 
something which doesn't feel quite right, and makes you 
suspicious enough to continue with further checks in a cer- 
tain area. Of course you may find nothing at all, because 
the subject has nothing to hide. 


Your 
Answers 


1. Name some types of companies likely to vet | A. The type of business and whether it is connected 
prospective employees. with a competitor. 


2. Why might existing employees be vetted? |B. Through a national credit-checking agency or a 
local credit investigation agency. 

3. What could inconsistent dates of em- | C. To discover if his or her standard of living could be 
ployment indicate? supported from known income. 
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10. Where can you check for second mortgages 
and other debts? 


Possible Answers Your 
Answers 
4. What checks should you make on a previous | D. At the District Land Registry or the Land Charges 
employer, rather than the employee? Department in Plymouth. 
5. How can general financial checks be made? | E. By phoning the specialist agency H.P.I. Autodata. p 
6. What is the main reason for financial checks? | F. Periods of unemployment or an employer a person 
does not want to reveal. 
7. What might repayment of a loan with a lump | G. To ensure the subject is financially stable and not 
sum indicate? vulnerable to offers from a rival. 


J. Because of a leak of information. 


8. What is the purpose of listing a subject's | Н. Pharmaceutical. telecommunications, computing 
assets? and armaments manufacturers. 

9. How can you discover if a car is being bought | I. Receipt of funds from an unknown source. 

on hire purchase? 


Industrial Espionage And Counter-Espionage 


Stealing And Protecting Commercial Secrets 


Industrial espionage consists of spying on one company 
on behalf of another to steal secrets and so gain a commer- 
cial advantage. 


Engaging In Industrial Espionage Not 


Recommended Л 


Getting involved in such activities is not recommended. 
Illegal methods are often used, and these could involve you 
in criminal proceedings, not just your client. In fact the 
person who recruited you might deny all knowledge of the 
operation. 


Directors May Not Have Authorized 
Espionage 
It is possible that the directors of the suspect firm are 


not aware of the industrial espionage, and that it has been 
authorized at a lower level. 


Counter-Espionage О.К. – In Theory 


On the other hand industrial counter-espionage is O.K. 
in theory. Here you are attempting to stop the acquisition 
of confidential information by competitors. But in practice 
it is difficult to know which process you are becoming in- 
volved in. 


No More Glamorous Than Other 


Investigations – Same Techniques 


This area of investigation sounds very glamorous, but 
it is not much different from other assignments, involving 
sifting through papers, surveillance and talking to people. 
Some elements of fraud investigations are present while 


many of the methods used to detect theft of goods from a 
factory or warehouse will be useful. 


Placing Own Agent And Bribing Existing 
Employee 

Companies wanting inside information may place their 
own spy inside a competitor's offices, factory or labora- 


tory. Alternatively they may attempt the riskier process of 
trying to bribe an existing employee. 


Spy Or Saboteur Need Not Be In A Senior 
Position 

It is not necessary for the under-cover agent to be in a 
senior position. Valuable information can be obtained by a 
cleaner or secretary or even a very junior employee enter- 
ing data in a computer, or filing drawings. Someone in a 
laboratory or factory could deliberately carry out minor acts 


of sabotage to delay development or production of a new 
product. 


When The Spy Is Off The Premises — 


Innocent Security Lapses 

A possibility is that the leak is happening off the prem- 
ises. A perfectly honest employee, in fact a very conscien- 
tious one, might be guilty of thoughtless breaches of secu- 
rity by taking documents home to do extra, unpaid work. 
These would only have to be left unattended for an hour to 
enable copies to be made — perhaps in a gym or at a golf 
club. Or a briefcase could be "borrowed" from a pub then 
returned. The employee would search for it, be relieved to 
find it apparently untouched, and never report the incident. 
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Be on the lookout for such innocent lapses of security. 


Outside Contractors Infiltrated 


Perhaps the leak is on the premises but not involving 
employees. Outside contractors may have been infiltrated 
— for example a cleaning firm. An incredible amount of 
information can be uncovered from papers left lying around 
or thrown in the waste bin. 


Is Waste Paper Shredded? 


Is all sensitive waste paper being shredded, and who is 
shredding it? If not, how is it disposed of, and who has 
access? 


Vulnerable Computer Data 

Is computer data vulnerable? Is important information 
protected by passwords? Are the passwords known by a 
minimum of people and changed regularly? Does anyone 
write the password down and leave it in a drawer or stuck 
on the back of a computer? That dopey looking cleaner 
with a ring in his nostril could be an undercover computer 
whiz-kid. 


When You Are The Undercover Agent — The 


Danger 

As a counter-espionage agent, your job is to uncover 
the saboteur or the source of the leak of information. To do 
this you may pose as an employee, either of your client or 
a competitor. In the latter situation it is sometimes difficult 
to know if you are genuinely working on counter-espio- 
nage, or being used as an unwitting tool to steal secrets. 
Beware! 


Decoy Document To Obtain Positive 


Evidence 

Using a decoy document containing false information 
is a useful technique to obtain positive evidence of indus- 
trial espionage. This can be used if you feel while working 
within your client's company that you have discovered the 
person who is passing information to a competitor. Con- 
vincing-looking papers are left where the commercial spy 
is likely to find them, and surveillance carried out. 


Visual Or Chemical Evidence 


If possible obtain visual evidence — either photos or a 
video. Another technique is to use a harmless chemical on 


access to secret information. 


2. Give two ways in which a leak of information could occur 
off the premises. 

3. Name three ways in which someone can gain unauthorized 
access to computer data. 


any papers which shows up under ultra-violet light. Traces 
will be left on the hands of anyone touching them. 


Surveillance Of Employees Away From 
Work 


You may carry out surveillance on employees of your 
client or those of competitors, or possibly meetings be- 
tween the two. This could involve watching their homes or 
other places used for apparently innocent encounters. Again, 
visual evidence may be required, particularly if written in- 
formation is handed over. 


When To Switch Observation To A Second 


Person 

There is a stage in such surveillance when it is prefer- 
able to switch observation to the second person, who has 
been given information. You know where the leak has origi- 
nated. Now you want to know who the end recipient is. 


Contact By Mobile Phone - Unlikely To 
Attract Attention 


Alternatively contact can be maintained by mobile 
phone to alert a second agent to take over observation of 
one person. Two-way radios really aren't necessary these 
days except in the most remote areas. Even if your phone 
rings while you are sitting at the next table to the subject or 
in the street. vou will just be another poser. 


Legal Action Unlikely — Unless You Are 
Caught 


It is very unlikely that legal action will be taken by the 
company trying to protect its secrets. The whole point of 
the process from your client's point of view is to keep se- 
crets secret. In any case, an extensive legal action and me- 
dia publicity could affect investors' confidence in the firm 
and cause a drop in share prices. 


How Would You Prove Your Innocence? 

But if you are caught by the company which is actually 
doing the spying, it may try to turn the tables by accusing 
you of attempting to steal secrets. How are you going to 
prove that you were involved in counter-espionage? 


can be found. 


B. The person receiving the informa- 
tion. 

C. By planting false information and 
maintaining surveillance. 


Questions Possible Answers Your 
Answers 

4. How can positive evidence of industrial espionage be [ D. Treating them with a chemical which 

obtained? only shows up under ultra-violet light. 


5. How can you prove someone has handled papers? E. Person entering data in a computer, 
filing clerk, laboratory technician, 
cleaner. 


6. Who should you keep under surveillance after observing an | F. That you might be accused of espion- 
exchange of written information? age. 


G. Taking papers home to work on 


7. What is one danger of counter-espionage work? 


them, disposing of papers without 
shredding. 
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Process Service: Handing Over Official Documents 
А Good Source Of Work, But Potential Pitfalls 


Process service is the action of handing a document to 
a named person, company, or other legal entity. The docu- 
ment is issued by a court or a solicitor. This is a good source 
of work, but the rules are complicated and full of potential 
pitfalls. 


When A Service Is Invalid 


For example, service of documents is not allowed on 
Sundays, Christmas Day nor Good Friday. Any service 
made on those days is invalid. 


АП of the various types of process from a High Court 
writ of summons (usually referred to as a writ) to a domes- 
tic injunction order have a limited period of time within 
which they must be served. 


If service is made in any way which makes it invalid, it 
is necessary to go back to court and obtain another set of 
documents — an expensive process. The only other solu- 
tion is to recover the papers in some way and serve them 
again. 


One Set Of Papers Normally “Exhibited To 
Affidavit” 


You will normally be provided with two sets of the pa- 
pers, although not in the case of writs. One is to serve on 
the named person or organization. The other is “exhibited 
to” (attached to) an affidavit you later swear on oath, stat- 
ing that you have carried out the service, with details of 
when and where. 


The Most Common Form Of Process 


Service Work 


Apart from process issued in England by the County 
Court or High Court of Justice (Queens Bench Division or 
Chancery Division) there are other papers which are not 
strictly speaking legal documents. These are prepared by 
solicitors and are a final warning before bankruptcy pro- 
ceedings are started. It is the most common source of pro- 
cess service work. There are types of process issued by the 
High Court which you will rarely, if ever, be asked to serve. 


Different Scottish Legal System And Rules 
On Evidence 


The Scottish legal system is different from that of En- 
gland. For example, corroboration of evidence is required, 
even if investigations were in England. 


High Court Writ Of Summons 


A writ is the type of court process you are most likely 
to be asked to serve. It is issued after proceedings for debt 
have started, includes the seal of the court, and is accom- 
panied by an “acknowledgement of service”. This is a form 
for the defendant to complete and send to the court. 


An Originating Summons 

An originating summons is very similar to a writ, is 
usually issued by the High Court, and is also accompanied 
by an acknowledgement of service. It frequently concerns 
mortgage repayments and may well contain details of where 
and when the defendant should attend court. 


Copy Details Of Writ Or Originating 
Summons 


In the case of a writ and originating summons there is 
no duplicate for you to retain. Always make a copy of the 
document before serving it — at least the heading — as you 
will need some of the details later. 


Service Invalidated If Late Or Process Has 


Error In Name 


Process must be served within four months of the date 
of issue, not the date you receive the writ. You should be 
given a copy of the writ in a sealed envelope together with 
the acknowledgement of service form, and instructed to 
attempt to serve it to the person or company named. If you 
discover any error in the name, no matter how small, you 
must return the document to your client for amendment, or 
the service may be invalid. 


Don't Spend A Lot Of Time On Trace 
Enquiries Unless Instructed To Do So 


You are unlikely to be given more information than the 
defendant's name and address, and it is possible that the 
person or company is no longer at that address. In this case 
you can use normal tracing methods, including those de- 
scribed in the section on fraud investigations. However, 
before spending time on any but the simplest enquiries, 
talk to your client to discover if the extra cost is accept- 
able. 


After two visits to the address given you may be satis- 
fied that the defendant is still there, but simply not in when 
you called. In this case send an "appointment letter" which 
should include the following details: 


The defendant's name and address, plus your address 
and phone number. 


The name by which the case is referred to e.g., Galaxy 
finance v. A. Debtor. 


That you have been instructed to serve a writ or other 
document for this action (state what type of document). 


A suggested day and time for an appointment to serve 
process. 


An offer to attend at any reasonable alternative time 
suggested by the defendant. 


That alternatively his or her solicitor may accept serv- 


ice (does not apply in the case of a bankruptcy peti- 
tion). 
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A statement that failure to attend the appointment, or 
any alternative one made in lieu thereof, will result in 
an application being made to the court for an order of 
substituted service of the writ of summons (or other 
document), by an advert in the daily press, or as the 
court directs. 


That the defendant may be liable for the costs of such 
an application. 


The date (important). 


The appointment must by law be made at least two days 
in advance, but it is preferable to allow up to a week, to 
avoid claims that the letter was not received in time. 


Document Can Sometimes Just Be Left At 
An Address 


Sometimes the document does not have to be actually 
handed over, and can be left at an address, provided you 
are satisfied that the defendant still occupies that address. 
However, the copy writ and acknowledgment of service 
must be in a sealed envelope with the name and address of 
the defendant and must be placed in a letter box — not pushed 
under the door and not left with someone else. 


Not Deemed Served For Seven Days 

You should always check what your client wants, as 
the court does not deem the writ to have been served until 
seven days after it is put through the letter box. Normally 
you need to ensure that you actually give it to the correct, 
named defendant. 


Divorce Cases 


In divorce cases and some other domestic affairs, the 
person named on the document is known as the “respon- 
dent". 


Companies No Longer Trading Or With 
Registered Offices 


Special rules apply when companies have ceased trad- 
ing. or when the address you are given is a registered of- 
fice rather than a trading address. Often the company is 
only one of many — just a brass plate on the wall of an 
accountant's office. 


Do Not Give A Document To Anyone At A 
Registered Office 


Documents you are asked to serve will probably include 
statutory demands and “winding up petitions". Whether you 
discover that you are at a registered office dealing with 
many firms, or simply the business's accountant, you must 
not give the papers to anyone. 


This is the correct procedure: 


* First check with the secretary that the address is merely 
a registered office, and not one the company named on the 


document does business from. 


* Then leave the document to be served in a prominent 
place, such as on the reception desk. 


* You will often find that the premises have closed down 
because a company has ceased trading. In this case, either 
put the document through the letter box, or if this is not 
possible, tape it to the door, preferably in a plastic cover to 
protect it from rain. 


Service On A Solicitor 

A solicitor may agree to accept service of a writ or most 
forms of process on behalf of a client, but not a bankruptcy 
petition. This is not complicated. In fact it is easier than 
serving process on an actual defendant who may not un- 
derstand the procedure, as to the solicitor it is just another 
routine task. 


In this case you will need not just a copy of your client's 
writ, but the original too. When you attend the defendant's 
solicitor's office you hand over the copy writ and 
acknowledgement of service. On the back of the original 
writ write a simple endorsement for the solicitor to sign, 
date and stamp with the name of his or her firm: 


I accept service on behalf of the Defendant, (insert 
name), this ......... th. day of ............ 19...... 


Underneath leave a space for the signature and then write 
the solicitor's address. 


“Conduct Money" Must Be Given To 


Witnesses Subpoenaed 

When the document is a subpoena or witness summons, 
requiring a person to attend a specific court to give evi- 
dence, "conduct money" has to be handed over at the same 
time. The actual amount given depends on the circum- 
stances, but must be enough to pay for train or bus travel 
from the person's address to the court. This avoids the pos- 
sibility of the witness claiming he or she didn't have enough 
money to attend. 


You serve a copy of the document, and request a signa- 
ture on the following endorsement on the original: 


Received this ......... th. day of ............ 19:..... atrue 
copy hereof, together with the sum of £...... conduct money. 


Underneath the witness signs and adds his or her ad- 
dress, and then you yourself witness the document, writing 
the word "witness" before your name, and adding your 
address. 


The witness may refuse to sign, in which case you cross 
out the endorsement and request that he or she initials this. 
Of course this request may be refused, too. 


A Penal Notice Warns Of Possible 


Imprisonment 
Some papers you serve will include a "penal notice" 
informing a defendant that he or she must obey instruc- 
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tions contained in the documents served, or face possible 
imprisonment. You should always draw the person’s atten- 
tion to this notice when you carry out service. Here are two 
alternative forms for this notice. One is usually worded as 
follows: 


If you, the within-named (name of person), dis- 
obey (sometimes: neglect to obey) this order by the time 
therein limited, you will be liable to a process of execution 
for the purpose of compelling you to obey the same. 


The other is similar but, omits the words “by the time 
therein limited". 


Bankruptcy Petitions And Statutory 


Demands 


These two types of documents are among the ones you 
are most likely to be asked to serve, particularly the latter. 
A bankruptcy petition is issued by a court, but a statutory 
demand is prepared by the creditor's solicitor, accountant, 
etc., or even the creditor personally. Under the Insolvency 
Act, 1986, it replaced the document known as a bankruptcy 
notice. 


Therefore the statutory demand is not strictly speaking 
a legal document. Nevertheless the defendant must respond 
within twenty-one days of the date of service. For either 
type of document, you will be provided with one copy to 
serve and another to attach to your affidavit which states 
that you have served it. 


Statutory Demands Easier To Serve 

A statutory demand prepared by a solicitor can be served 
on the defendant's solicitor, but a bankruptcy petition is- 
sued by a court cannot. This fact should be taken into ac- 
count when preparing an appointment letter. Another dif- 
ference is that a court petition cannot be served through a 
letter box, while a solicitor's demand can, provided you 
have proof of the subject's continued residence at the ad- 
dress on the document. 


When The Defendant Is Deliberately 
Avoiding You 

Although process should be served at least seven days 
before the date of any listed court hearing, you should in 
theory have plenty of time to do this. Sometimes you will 
not encounter the defendant immediately, but this does not 
mean there is any attempt to avoid service of the docu- 
ment. However, on occasions the defendant will be delib- 
erately avoiding you, perhaps with the aid of friends, fam- 
ily or business colleagues. 


Application Can Be Made For Substituted 
Service Of A Petition 


For this reason, if you are unsuccessful in serving a 
petition personally, it is possible to make an application to 
the court for substituted service of a petition. This allows 
service of the petition either by post, or by advertisements 
in newspapers or in whatever way the court directs. 


Prove You Attempted To Serve Process 


Personally 


But before such an application is made you should prove 
that you made every reasonable attempt to serve process 
personally. This could include talking to a spouse, a per- 
sonal or business partner or parents, or to the defendant's 
bank or solicitor. The person you speak to could be aware 
of the defendant's address, but decline to give it to you. 
Your aim is to establish that a letter sent to the address of 
such a person would be received by the defendant. Next 
you would send an appointment letter to the defendant, care 
of one of these persons, at his or her address. Keep the 
appointment yourself, and state in an affidavit the reasons 
why you consider that the defendant would have received 
your letter and will also receive others sent. 


When Service Is Refused But A Document 
Touches The Subject 


Sometimes the subject may refuse to accept service of 
process when you meet face to face. In this situation ser- 
vice is deemed to have taken place if the document touches 
the person, even though it is left on the floor. 


The types of process described are the most common 
ones you will probably encounter, but there are many more, 
and it is a very complicated business. Here are a few of the 
other kinds: 


Default Summons 

This is issued by the County Court in civil proceed- 
ings, and includes a form of admission or counterclaim, 
but no court date. 


Fixed Date Summons 
In this case the summons includes a date for County 
Court proceedings. 


Garnishee Order 

This is another document used in civil proceedings when 
a debt is claimed. The debtor can obtain judgment for the 
debtor, or garnishee, to pay the amount claimed. Copies of 
the order have to be served at least fifteen days and at least 
seven days before the stated date. 


Order For Examination As To Means 

This is notice instructing someone to appear and give 
details of his or her assets and income. A penal notice is 
served at the same time and conduct money must be given. 


Injunctions 

An injunction involving domestic violence can order 
the defendant to stay away from a certain person or ad- 
dress. It contains a penal notice, warning of possible im- 
prisonment if the instructions are not obeyed. You may have 
to serve a copy on the local police so they are aware of 
“power of arrest". A Mareva injunction freezes a debtor's 
bank account. You could be instructed to serve one injunc- 
tion on the manager of the branch of a bank and at its head 
office — usually in London, but not always. It is advisable 
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to serve both documents at the same time, which means following personally: subpoenas, witness summonses, in- 


using а second process server. junctions and orders for examination into means. A final 
comment if you're not sure about any point: don't be afraid 
Process You Must Attempt To Serve to ask a client, or even another process server. Most will be 


happy to advise you, and you should think of them as col- 


P ersonally leagues rather than competitors. 


Bear in mind that you must always attempt to serve the 


E. If you are satisfied the defendant is at the 
address, and as long as the copy writ and 
acknowledgement of service are put through 
the letter box in a sealed envelope with the 
defendant's name and address on it. 


7. What does "exhibited to" mean? G. In a domestic case involving violence, so 
the police are aware of their "power of 
arrest" if a penal order is not obeyed. 


8. For what types of process do you not have a second | H. A writ. 

copy? 

9. Name a common form of process issued by a |I. To force someone to pay a debt. 

solicitor, not a court. 

10. What type of process issued by a court are you | J. The respondent. 

most likely to serve? 

11. What information is often included in an originat- | K. A statutory demand can, but a bank- 

ing summons? ruptcy petition issued by a court cannot. 

12. What is an "acknowledgement of service"? L. Final warning before bankruptcy pro- 
ceedings. 

13. What should you do before serving a writ or | M. Freezes a bank account. 

originating summons? 

14. How long do you have to serve process? М. А form containing questions for the 
defendant to complete and send to the court. 

15. What should you do if you discover an error in a | O. Recover the papers and serve them 


document? properly or obtain another set from the 
court. 


16. What should you do if satisfied that the defendant | P. Seven days. 
is at an address, but you fail to serve process after 
several attempts? 
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Questions Possible Answers Your 
Answers 

17. What kind of process can you not serve on a client's | О. If a copy of a Mareva injunction has to 

solicitor? be served at a bank's head office. | 

18. What is the minimum notice required in an | R. By swearing an affidavit. 

appointment letter? 

19. When can a writ be left at an address and not | S. If a person is served with process requir- 

handed over? ing court attendance, to cover expenses. 

20. If a writ is not handed over, how long does it take | T. The latter includes a date for court 

for it to be deemed to have been served? proceedings, but the former does not. 

21. How is the principal person receiving a divorce | U. If a solicitor agrees to accept service on 


petition referred to? behalf of a client, and so has to sign an 
endorsement on the back of the original. 


22. Where must you not hand over a document to | V. Attached to an affidavit before it is 
anyone? sworn. 


23. What do you do with process if premises are closed | W. By post, advertisements or as the court 
because a company has ceased trading? directs. 

24. When do you need the original of a writ in order | X. No, for example evidence must be 
to serve it? corroborated in Scotland. 

25. When must "conduct money" be given and why? [| Y. At least seven days. 


26. When should you warn a person of the risk of | Z. Sundays, Christmas Day, and Good 

imprisonment? Friday. 

27. Which bankruptcy document can be served | AA. Put it through the letterbox or fix it to 

through a letterbox, and which cannot? the door. 

28. How long before a listed court hearing should | BB. Handing over a document issued by a 

process be served? court or solicitor, in the correct manner. 

29. How is "substituted service" of process made? CC. A writ of summons. MEE: 
0. What is the important difference between a normal | DD. A bankruptcy petition. 

"default summons" and a "fixed date summons"? 


31. What is the purpose of a "garnishee order"? 


EE. If a "penal notice" is included in a 
document served, as failure to obey such 
instructions is an offence. 


32. When might you have to serve a copy of an | FF. Writs and originating summonses. 

injunction on the police? 
, 33. What does a "Mareva injunction" do? GG. Send an "appointment letter". ENDE 
34. When should a second person serve process | HH. Details of where and when the defen- 

simultaneously? dant should attend court. 


35. What should you ensure if a subject refuses to | П. The creditor's solicitor, accountant, etc., 
accept process and lets it fall on the floor? or the creditor. 

36. Name the main types of process which you must | JJ. That the document has touched the 
attempt to serve personally. person. 


37. Who can issue a statutory demand? KK. Subpoenas, witness summonses, in- 
junctions and orders for examination into 


means. 


55 


Means Or Status Reports 


Assessing Financial Circumstances Before Suing 


Means or status reports are assessments of the finan- 
cial circumstances of a person who has not repaid a debt. 


Aim To Discover If Payment Possible, Or 
Suing Worthwhile 


The aim is to discover if the debtor can afford to pay. 
and is prepared to. and if not assess if he or she has enough 
assets to make suing worthwhile. А form is used to list 
information about the reasons for non-payment and how 
the person proposes to make up arrears. Details of prop- 
erty or goods owned which have апу significant value are 
also required. A less tangible assessment you will be asked 
to make is about the person's honesty and sincerity. 


Not A Pleasant Job — Treat People With 


Compassion 


Itis not the most pleasant of jobs going into someone's 
home and eyeing up cherished possessions with the aim of 
seizing them. However, it is the sort of bread-and-butter 
work you will obtain more easily than more glamorous 
assignments, partly because some people don't want to do 
it. Never lose sight of the fact that you are normally deal- 
ing with ordinary people who have problems, not hard- 
ened villains. So treat them with compassion. They may 
have ignored written requests for information from fear, 
and will be suspicious of you — quite rightly so. One of 
your tasks is to make notes of the type and condition of the 
house and any car you see, and also the state of furnish- 
ings and domestic electrical goods, with a saleable value. 


Repayment Scheme Must Be Realistic 


If they have some income or saleable assets, part of 
your job is to help them face up to the problem, and work 
out a realistic way of repaying the debt. It is a waste of 
time insisting on repayments beyond a person's means. 


Family Could Lose Home 


However, it may be that the only option in the end is to 
sue, and so obtain the authority to seize goods which can 
be sold. If the debt is large enough, this could involve a 
family losing their home. 


Detailed Information Required 


Here is a list of the sort of details required, although in 
some cases your client will not want all this information. 


Family And Dependents 


* Full name and age of the debtor. 


* Marital status, not forgetting the option of common law 
husband or wife. 


* Details of dependents and children. 


Home And Rent Or Mortgage 


* Confirmation that the address is the debtor's home, how 
long he or she has lived there, and whether it is owned or 
rented. 


* [f the house is rented, in whose name is the tenancy, 
plus full details of the landlord, including address and phone 
number. and rent payable. 


* [f the person owns the house, its approximate value, 
whether it is in joint names, and the name of the other per- 
son (not necessarily a person living there). 


* Details of any mortgage, the name of the building soci- 
ety or bank, the amount of mortgage repayments, and ap- 
proximately how much is outstanding. 


* Ifthe person was previously the owner of a house which 
has been repossessed but not yet sold, full details, plus an 
estimate of any likely equity in that property. This is calcu- 
lated by taking the estimated value of the house and de- 
ducting the outstanding mortgage, including arrears, and 
legal fees. Often there will be a negative equity — in other 
words the person will still owe money even when the prop- 
erty is sold. 


Employment And Income 


Normal occupation, even if currently unemployed (or 
perhaps claiming to be). 


Full details of employer or business, including address 
and phone number, or self-employed status, including 
how long in the current occupation. If unemployed, 
details of the last employer. 


Net income, from whatever source, including a second 
occupation, and whether social security and tax pay- 
ments are up to date. 


V.A.T. number, if registered, and any accountant's name, 
address and phone number. 


Ф 


Similar details for a spouse. 


Contributions to household expenses made by children, 
or anyone else living in the house. 


If any part of the property is sublet or there are lodgers, 
how much is received in rent. 


Any other source of income of the debtor or spouse, 
including welfare benefits. 


Outgoings Other Than Rent Or Mortgage 


* How much is paid in council tax. 


* Expenditure on food, electricity, gas, water and tele - 
phone. 


* [nsurance premiums paid. 


* Other regular payments such as hire purchase or credit 
sale agreements. 
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Assets And Possessions 


Any other house, property or business owned, apart from 
the family home. If jointly owned, with whom. 


Whether the furniture is owned by the debtor, and its 
value, plus details of domestic electrical goods, such as 
fridge, freezer, washing machine, tumbler-drier, dish 
washer, microwave, television, video, stereo and com 
puter. 


Whether any goods on the premises are owned by an 
other person, and proof of ownership. 


Surrender value of any insurance policies, and matu 
rity dates. 


Details of any items considered “tools of trade”, which 
cannot be seized if genuinely needed for a job. 


* Any other assets not mentioned. 


Debts 


* Details of any second mortgage. 


* Hire purchase or credit sale agreements, for example 
on a car or domestic goods, including balances outstand 
ing. 

* Any other debts not mentioned. 


Legal And Bankruptcy Proceedings 
* Whether the person has ever been ordered to pay money 
into a Magistrates Court. If so, where and when, plus 
details of regular payments and the amount outstand 
ing. 


* Details of any other legal proceedings. 


* Information about any bankruptcy petition and its out 
come. 


Condition Of Goods Bought With Loan And 
A Repayment Offer 


* Whether or not the goods bought with the loan are still 
in the person's possession, and if so their condition and 
approximate value. 


* A realistic offer of rescheduled payments which the 
debtor can afford. These may be more than the original 
amount to make up arrears, but it is more likely that 
they will be lower, stretching repayment over a longer 
period. 


All The Questions May Not Be Answered 


You may not be able to complete all the questions, if 
the person objects to some of them. Leave these for the 
time being, getting as many answers as you can, and go 
back to the difficult ones at the end. Finally don't forget to 
sign and date the report. 


Worthwhile Entering House Even If Person 


Won't Answer Questions 

If a person refuses to answer your questions, it is still 
worthwhile to enter the house, to assess what goods of value 
it contains. Should a person completely refuse to co-oper- 
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ate, the company will almost certainly sue if this is worth- 
while. In such a case your aim is to uncover any assets of 
value. 


Be Discreet When Phoning Work Place 


You may fail to talk to the subject at home, but obtain 
an employer's name — possibly from a neighbour. Try to 
make contact at the person's work place, but be discreet 
when leaving a message asking a person to phone you, or 
you could cause annoyance before you even meet. 


Client Will Prefer Some Repayments To 
Legal Proceedings 


A finance company will nearly always prefer to receive 
some repayments rather than embark on costly legal pro- 
ceedings without any guarantee of success. The exception 
is when repeated promises to pay have been broken. You 
have to judge whether the person genuinely wants to clear 
the debt, and if there is any likelihood of this happening. 


Promises Made To Allow Time To Vanish 


Some people will make promises they never intend to 
keep. simply to put off the day or reckoning, or to allow 
time to vanish. 


Trace May Be Necessary 

Many times you will find the person is no longer at the 
address given. You may then be requested to attempt to 
trace that person. Do not do this unless requested, except 
for phoning directory enquiries and perhaps checking the 
electoral register. If you receive instructions to locate the 
debtor you will first use the methods for a straightforward 
trace, and if these do not produce results, those employed 
in fraud cases, and also vetting techniques. 


Even when you find the subject, you may discover that 
he or she has no visible assets and perhaps is unemployed, 
or claiming to be. The item bought with the loan may not 
be at the person's address, particularly if it is a car. 


When A Default Summons And Affidavit Are 
Needed 


А considerable proportion of debts which are unpaid or 
in arrears are for cars, as these are very easy to conceal. So 
you could be asked to locate a person and the car, at the 
same time serve a County Court default summons, and pre- 
pare a means report, afterwards swearing an affidavit stat- 
ing that you have served the summons. 


Subject Must Not Suspect You Are About To 


Serve A Summons 

How to serve the summons and prepare and swear the 
affidavit are explained in the sections on process service 
and affidavits. One vital point in this situation is that the 
subject must not suspect that you are about to serve a sum- 
mons. If so, he or she may change address again, or hide 
the car. 


| 
| 
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Do Not Be Put Off Serving Any Summons quiet chuckle at your client's expense, rather than being 


bitter. 


By Subject's Claims 


When you actually speak to the subject, do not be put You Can Actually H elp People With 
off serving any summons by claims that arrangements for 


payments have been made with the creditor. Even if you F inancial Problems | 
аге shown "evidence" such as bank paying-in slips, go ahead This will enable you to deal with the other type of per- 
and serve process. If you do not take this opportunity, you son: either inadequate and hopeless with money, or per- 
may not get another chance. haps suddenly redundant after years in an apparently se- 
cure job. Don't introduce yourself as a private detective, or 
Keep The Subject Talking And Aim To Be a debt collector, and if necessary make it clear that you are 
: not the latter, and do not work on a commission basis. If 
Invited Into The House you are instructed merely to carry out a status report you 
However, if the person is not hostile but refuses to an- may be able to help the subject to put his or her finances in 
swer the questions on your form, carry on talking after- order. A person may be in financial difficulties simply 


wards to obtain as much information as possible. Suggest through not facing up to the problem. 

it would be better talking inside the house than on the door- 

step in view of neighbours, for the same reason. Some of Sitting down and making a list of income and outgo- 
these remarks may sound a little cynical, partic-ularly the ings could make it clear that repayment of the debt is not 
last one. This is because we are referring to the type of impossible if spread over a longer period. In other cases, it 
case where a person has repeatedly made promises to pay, may be preferable for the person to voluntarily give up 


broken them, and attempted to conceal his or her where- possession of an item such as a car. This might reduce the 

abouts, as well as that of a car which has not been paid for. debt by allowing the vehicle to be sold, — a better option 
than facing an ever-increasing debt because of interest on 

Don't Become Hardened, Arrogant, the loan. 

Overbearing And Rude With A Constructive Approach You Might 


Don’t let yourself become hardened by such cases so К 
that you are arrogant, overbearing and rude. You are not a Like Means Rep orts 
police officer, and you are not usually dealing with crimi- If you use this more constructive approach, you might 
nals. Even when it is obvious that a person is living reason- find you actually like preparing means reports, and so will 
ably well, yet still refusing to pay for an expensive vehicle, have another source of regular work which is not too diffi- 
don't let it become personal. It's best to think of these cult to obtain. 
peoples as rogues, but perhaps likeable ones, and have a 


Possible Answers Your 
Answers 

A. Whether the debtor is likely to receive any 

money when the house is sold. 

B. If they are still in the debtor's possession, and 

what is their condition and value. 

C. No, be discreet. Eu] 


1. What is the usual purpose of a means or status 
report? 


2. What intangible assessment do you have to make 
in a report? 


3. Why is this type of work comparatively easy to 
obtain? 


4. How should vou treat people when doin 
reports? 


g status | D. Any debts not mentioned, orders to pay money 
into a Magistrates Court, bankruptcy petitions and 
other legal proceedings. 


5. Are the subjects of status reports criminals? 


6. Should you persuade a debtor to agree to the 
maximum possible repayments? 


E. From a business, a second occupation, un- 
employment benefit, spouse's income, and 
contributions to household expenses from children, 
or other residents. 


F. Tools of trade. 
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7. What marital status is possible apart from single, | G. Council tax, food, electricity, gas, water, 
separated or divorced? telephone and other regular payment such as hire 
purchase or credit sale agreements. 


8. What information do you need about the debtor's | H. Because some people don't want to do it. 
house? 

9. If a house has been repossessed, what is the main | I. Even lower payments are preferable to costly 
item of information required? legal proceedings. 

10. Why should you ask if a house is partly sublet | J. No, an amount the subject can afford to pay is 
or if there are lodgers? preferable to an unrealistic figure. 


Litt 


11. What income should you ask a debtor about, | K. To include rent as part of the debtor's income. 
apart from his or her job? 

12. What are the main outgoings you should ask | L. If it is owned by the debtor and if any goods on 
about? the premises are owned by another person. 

13. Apart from the debtor's home, what assets do | M. To discover if a debtor is willing and able to 
you need to know about? pay, or has assets to make suing worthwhile. 

14. What two questions should you ask about the | N. Common law husband or wife. 

furniture and contents of a house? 

15. What items belonging to the debtor cannot | О. Serve the summons anyway. 

usually be seized? 


16. What other financial information is needed? |Р. Of a person's honesty and sincerity. 

17. What should you ask about the goods bought | Q. By making a person face up to a financial prob- 
with the loan? lem and work out a plan to clear debts. 

18. Why is entering a house worthwhile even if the | R. With compassion. 
subject refuses to answer any questions? 


19. If phoning a debtor's workplace, should you | S. Furniture, electrical goods, a business, any other 
mention that you want to talk about a debt? house or property, insurance policies with a 
surrender value, plus any assets not falling under 
one of these headings. 


20. Will your client prefer to sue or receive reduced | T. Not usually, just ordinary people with financial 
repayments? problems. 


21. If instructed to serve a summons as well as pre- | U. How long the debtor has lived there and whether 
pare a status report, what should you do if a debtor { it is owned or rented. If the latter, in whose name, 
claims to have made arrangements to pay? details of the landlord and the rent. If owned, 
whether jointly, its value and mortgage details, 
including second mortgages. 


22. How can you help the subject as well as your | V. Because you can assess the value of household 
client? goods. 


59 


Repossession Of Goods And Houses 


Ensure You Have Authority And Insurance 


Repossession is work you may find easy to get but not 
enjoy doing, because of the risks or because you have doubts 
about the morality of the whole legal process. 


Never Attempt Repossession Without A 
"Letter Of Authority" 


An absolutely inflexible rule is never to attempt repos- 
session of goods without a “letter of authority" from your 
client, or you could face criminal proceedings for theft. 
Check that the details on such a letter are correct. Also ask 
your client for a "notice of termination". to be left whether 
or not you speak to the person you are taking the goods 
from. This will avoid your seizure being reported as a theft, 
and it also informs the person that any outstanding pay- 
ments are still due. If the formal document is not available, 
at least you should leave a written note of explanation. 


Insure Against “Civil Trespass” 

Secondly insure yourself against the possibility of civil 
action for the offence of “civil trespass”. By law you must 
be “invited” onto premises to seize goods — an unlikely 
event. Even repossessing goods from an unlocked garage 
could involve trespass. 


The Morality Of Snatching Domestic Goods 


A lot of the goods you are asked to snatch back will be 
consumer electrical goods such as TVs and videos, and you 
may feel moral qualms about depriving the children of an 
unemployed single parent of their main source of enter- 
tainment. In any case, the person named may not be at the 
address, nor the goods. Even if you are successful in ob- 
taining the item you will have to take it to the address speci- 
fied by a finance or hire company. After all your work, the 
fee will be small, because of the low value of such second- 
hand goods. 


Seizing Machinery Can Close Down 


Business 


Seizing a piece of machinery from a businessperson 
could effectively bring about the closure of a small firm. 
The owner could be going through a lean period and have 
temporarily fallen into arrears with payments. But to the 
credit company it is just another name on a list. 


When You Feel Arrears Will Be Paid Off 


You may feel the arrears will genuinely be paid off in 
the near future. In this situation it may be best to allow 
some breathing space. This could benefit both the finance 
company and the person who is behind in payments. But 
make sure the item is still at the address, and hasn't been 
sold to clear other debts. Don't be naive, and let yourself 
be manipulated by someone who has no intention of pay- 
ing. With experience you get a feeling for these situations, 
allowing you to smell the truth most of the time — but not 
always. 


Plant And Machinery — Transport And 
Violent Threats 


Repossessing office machinery also involves the prob- 
lems of being 'invited" to enter and potential trespass, but 
at least the object may be portable. Recovering plant or 
heavy machinery needs more forward planning, including 
hiring a transporter to remove it. If used in the construction 
industry. the item may not be securely locked away inside 
a building. But a potential risk here is threats of violence 
from its muscular user, who considers himself the owner 
even though the item has not been paid for. 


Enquire At Hire And Transport Firms To 
Locate The Machine 


Another problem could be finding the machine, which 
is likely to be rusting away on a building site somewhere. 
Use the standard procedures to trace people and assets, 
particularly those employed in fraud cases. The same sur- 
veillance techniques as for commercial and insurance in- 
vestigations should also produce results. A starting point 
for your enquiries could be firms transporting heavy plant 
and machinery, or possibly plant hire firms, or a few local 
construction projects. However, if plates showing identifi- 
cation numbers have been removed this will hinder your 
enquiries, particularly as such machinery is commonly 
transported all over the British Isles, and you can't visit 
every site. There may come a time when you feel that spend- 
ing more of your client's money on the enquiry is a waste 
of time. Say so in a report and await further instructions. 


Repossession Abroad 

If you attempt to repossess goods abroad, you could be 
breaking the law, or reported for theft. Any such action is 
best left to local specialists with knowledge of the law of 
the other country. 


Taking A Car Can Remove Someone's 
Livelihood 


Grabbing a car shouldn't involve so much heart-search- 
ing as domestic cases, although even this action might leave 
the owner jobless. It is one of the most common areas of 
repossession, and often the defaulter will be given the op- 
tion of paying any arrears or losing the vehicle. Sometimes 
you will be given some leeway to accept part payment. 
Other cases involve deliberate lies or buying a car and 
changing address without even the pretence of starting to 
pay for it. In such instances it is best to snatch the vehicle 
without attempting to talk. 


Voluntary Termination Of Agreement 
Sometimes the person may be asked to give up the car 
voluntarily and end the agreement with the finance com- 
pany even though you do not have authority to repossess. 
In these cases the hope is that it can be sold for a price 
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which will cover both arrears and outstanding payments, 
so wiping out all debt. This can be in the defaulter’s own 
interests if he or she cannot afford to make the repayments. 


Attempt To Obtain Witnessed Document 


Signed written agreement should be obtained, prefer- 
ably witnessed by a third person. Having documents wit- 
nessed is always a good practice, provided someone is avail- 
able, particularly when dealing with someone else’s prop- 
erty. 


The Mechanics Of Vehicle Repossession 


Before attempting to snatch a car, check that your cli- 
ent has arranged insurance cover for you and for how long. 
Note that it is illegal to take a car from private land — even 
a driveway — except with consent. Otherwise repossession 
must take place on a public road. This also rules out re- 
moving the vehicle from a car park or a company's pre- 
mises. 


You may be given the key or key number, enabling you 
to enter the car without problems and drive it away. Choose 
a time when you are not likely to be challenged. But even 
at night you could encounter a deadlock or an alarm. Check 
before attempting repossession, giving the vehicle a good 
shove to find out if the alarm is set off. Decide in advance 
if in this situation you are going to attempt to remove the 
car as quickly as possible or just walk away. If you cannot 
obtain a key, then go prepared with the tools needed to open 
the car. Sometimes this can be done by slipping a special 
thin strip of metal between the door frame and the window. 
The strip has ridges which engage the door mechanism and 
open it. 


Should this technique not work, it may be necessary to 
use less delicate methods to break into the car, knock out 
the ignition block and start the engine. In this case there 
will inevitably be some minor damage. If there is no ur- 
gency, you could try any spare keys you happen to have, or 
which your client is able to supply. Another alternative is 
having the car towed away by a specialist firm, employing 
experts in gaining access as described. Afterwards it is only 
necessary to release the hand brake and push the car to- 
wards the tow truck out of gear. Even if the brake cannot 
be released, the truck will have a winch. Admittedly there 
will be more noise, but the vehicle should be safely re- 
moved within minutes. 


When all else fails some private detectives have been 
known to resort to more devious methods, some of which 
cannot be recommended. For example two detectives once 
tailed a debtor who was driving the target car, and bumped 
it very slightly. The irate subject jumped out to complain, 
allowing one agent to drive the car off, while the other 
served the termination notice. Another technique used if 
the defaulter is trying to sell the car — strictly against the 
rules if it is not paid for — is to attempt to “test drive" the 
vehicle, supposedly just round the block. 


After repossessing a car it is a good idea to inform the 
local police so they do not search for the car if it is reported 
stolen. 


Other allegations of theft could arise from personal 
possessions left in the car. As soon as possible, list all the 
items found in the car, ideally in the presence of a witness 
— for example an employee at the garage where the car is 
taken. Make two copies of the list, get the employee to 
sign them, and also the owner when you return the items. 
The tax disc is not considered a personal possession, and 
should be handed over to your client immediately. You may 
encounter hostility, and it is best to try to give the impres- 
sion that you were not involved in snatching the car. 


When You Are Not Allowed To Repossess A 
Car 


If a car has been bought under a hire-purchase agree- 
ment and more than a third of the price repaid, it cannot be 
repossessed without a court order. A letter of authority is 
not valid in this situation. This applies to other goods too, 
but not if the item is being bought on a lease agreement. 
The purchaser may not be aware of the difference, but you 
must be. 


The warrant from the County Court to repossess the car 
will be given to a bailiff and the defaulter given a date and 
time when the vehicle should be made available at his or 
her address. Needless to say, in most cases the vehicle is 
not there. You may be asked by your client to attend this 
"bailiff's appointment". In the rare cases when the vehicle 
is recovered in this way, the bailiff will take possession, 
and hand it over to you. 


Success With A Credit Card Case May Not 


Mean Repossession 


Surprisingly, you may be asked to repossess a cheque 
guarantee card or a credit, debit or charge card. This is be- 
cause the holder continues to make purchases with the card 
after it has been cancelled. Such unauthorized use is be- 
coming increasingly difficult with electronic authorization. 
But a withdrawn card can still be used on a manual system 
or to guarantee a cheque if the retailer does not check the 
number on the list of cancelled cards. 


Should you succeed in repossessing the card, cut it in 
half through the magnetic strip and give a receipt for it. 
The card-holder may claim it has been lost, or stolen — and 
this fact reported — or returned to the issuer. Whether you 
believe such assertions or not, get him or her to sign a state- 
ment with the date, time and place of the loss or theft, or 
other details. Include an undertaking to return the card to 
the issuer if it is recovered. You should then issue a formal 
warning that any further use of the card may be a criminal 
offence. 


Repossessing Houses And Commercial 


Premises 

Throwing someone out of his or her home or business 
is not a pleasant task, and fortunately you will not be ex- 
pected to do this. But you could be asked by a client to 
attend a repossession and eviction carried out by a County 
Court bailiff, following a court order. Possibly you will be 
asked to check in advance if the house or commercial pre- 
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mises are empty, which fortunately they usually аге. If not 
the police should be asked to attend while the bailiffs physi- 
cally evict the occupiers. Never get involved in this pro- 
cess. You are there to take possession of the property on 
behalf of your client and ensure the locks are changed and 
the premises made secure – something which should be 
arranged beforehand. You should also make a complete in- 
ventory of the contents and turn off the water. electricity 
and gas, taking meter readings. 


You may find vou actually like repossession work in 
general. If so. you could find it a lucrative field. because it 
is not to everyone's liking. You are not going to get rich. 
but you could make a reasonable living. Possibly you will 
discover you have the knack of using the gentle touch when 
this produces results. reserving the harder approach for the 
villains who have no intention of paving. 


Becoming A “Certificated Bailiff’ - And 
What The Job Involves 


Then consider applying to become a “certificated bai- 
ПЕ". This is not the same as a bailiff appointed by the court, 


8. What document ought you to obtain in a voluntary 
repossession? 


to repossess? 


1. Why might you not want to do repossession work? | A. That they are still at the debtor's address. 


2. What must you always have before attempting to | B. If more than a third of the price has been 

repossess goods? paid. 

3. What other document is it advisable to have? C. Written agreement from the debtor, wit- 
nessed by a third party. 

4. What insurance should you have for repossession | D. No. 

Work? 

5. When will a finance company sometimes allow you | E. Yes. 

to decide whether or not to repossess? 

6. What is meant by "voluntary termination of an | F. Because of moral qualms or the risks. 

agreement"? 

7. Why would someone voluntarily agree to reposses- | G. At the police station to avoid accusations of 

sion? theft. 


H. A letter of authority. 


9. What should you ensure about goods you decide not | I. Not the actual repossession or eviction, 
which is the bailiff's job - doing an inventory, 
ensuring locks are changed, turning off services 
and reading meters. 


10. When can you not repossess an item bought on hire | J. If a debtor promises to make payments. 

purchase without a court order? 

11. Can you legally repossess a car from private land? | K. If someone claims a credit card you have 
instructions to repossess has been lost or stolen. 

12. Can you break into a car when repossessing it? L. In the hope of reducing a debt he or she can't 
afford to pay. 


but it gives you the additional power of "levying distress". 


What this means is that you can remove goods from 
houses or business premises worth approximately the 
amount of a debt — not just items bought with the creditor's 
money. The goods are then auctioned, and the proceeds 
paid to the creditor, less expenses. 


Attendance before a judge is necessary before a “сег- 
tificate of bailiffship" is issued and you need special insur- 
ance cover. 


Treat People With Respect And Compassion 
Whether or not you decide to become a bailiff, always 
behave with respect and compassion in repossession cases. 
The vast majority of defaulters are not criminals, but ordi- 
nary people who have fallen on hard times. Treat them as 
you would want to be treated in the same circumstances. 
As they say in the acting profession: “Ве nice to people on 
the way up in case you meet them again on the way down." 


Your 
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Questions Possible Answers Your 
Answers 

13. After repossessing a car, where should you report | M. In the repossession of a house or commer- 

your action, and why? cial premises. 

14. What items from a repossessed car must be | N. A notice of termination. 

returned to the debtor and what should not be returned? 


15. What are your tasks in the repossession of a house | O. "Levying distress", or removing goods from 
or business premises? premises to be sold to clear a debt. 


16. When should you warn about criminal use of an | P. A debtor gives up possession of an item even 
item you have been asked to repossess and attempt to [| though you have no letter of authority. 
obtain a signed statement? 


17. When are you most likely to work in co-operation | Q. Return personal items but not the tax disc, 
with a County Court bailiff? which ought to be given to your client. 


18. What additional power would you have if you | R. Your own cover for civil trespass action and 
became a "certificated bailiff"? 


motor insurance arranged by your client if 
repossessing a car. 


Interviewing And Taking Statements 
Insurers And Solicitors Most Likely Clients 


Two common types of incidents requiring statements 
from people other than yourself are driving accidents and 
industrial injuries, and the most likely client is an insur- 
ance company. You may also have to prepare statements 
about investigations into offences such as pilfering or pos- 
sibly shoplifting. These could be statements prepared after 
interviews with witnesses and people accused. or your own 
version of events. 


Different Reasons For Road Accident 


Investigations 
In the case of a road accident there are two main rea- 
sons for the investigation: 

* Insurance companies need to reach an agreement on 
who was to blame after two drivers have exchanged names, 
addresses and insurance details. The police may not have 
been involved as there were no injuries, just damage to 
vehicles. 

* Alternatively, the police have already prosecuted for a 
criminal offence, but an insurance company nevertheless 
intends to take civil action for damages so it doesn't have 
to stand the cost of a claim. 


Interviewing Witnesses And Visiting The 
Scene Of The Accident 


You may be asked to interview witnesses, take state- 
ments and visit the scene of the incident, whether on a public 
roadway or in commercial premises. Check measurements 
and other details on any sketch made by someone else. If 
any significant details were incorrect, you would then make 
your own sketch. 


Absence Of Items Can Be Important On A 
Sketch 


Your sketches should be roughly to scale and indicate 
clearly the line of vision of people involved in an accident 
or witnesses if this is relevant. The absence of something 
such as a fence or machine which might block the view 
can be as important as its existence. Show major items such 
as houses, signs and road or floor markings. 


Check Sketch For Changes Since The Time 
Of The Accident 


If any items of any sort appear to be new, and are not on 
another person's sketch, check that they were there at the 
time of the accident. In the case of public roads, enquiries 
can be made in the locality, and written confirmation ob- 
tained from council or government offices. 


Why Witnesses May Contradict Previous 


Statements 


In the case of a road accident you will probably be pro- 
vided with a mass of correspondence and even a police 
report, but most of it dating back months or years. This 
means that witnesses may contradict previous statements 
simply because they have forgotten what happened. 


Did The Witness Really See The Incident? 


Make sure the witness did actually see the incident. 
Sometimes people are eager to be witnesses and will give 
evidence of what they think must have happened. Perhaps 
the person turned round to look just a second too late to 
witness a crucial point. You are interested in facts, not sup- 
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positions. So include any reasons to suggest why the per- 
son should actually have been watching — or perhaps not 
watching. For example, someone might have heard a 
screech of brakes or a warning shout, causing him or her to 
turn round. 


Minor Points Can Prevent Evidence Being 
Challenged 


Include apparently minor points to prevent the witness's 
evidence later being challenged. What was the state of the 
factory floor in an industrial injury case? Oily or clean? 
Tidy, or cluttered with tools or components? What was the 
weather like on the day of a road accident? Could the ve- 
hicle have skidded because of ice on the road? Were the 
other vehicle’s lights all working? Was visibility good? It 
is better to include too much information than omit a detail 
which later turns out to have been important. 


Industrial Injuries Claims 


An industrial injuries claim does not necessarily have 
to be against the injured person’s employer. The claimant 
may work for a delivery firm or an outside contractor. Or 
someone delivering to a company, or working on its pre- 
mises as a contractor could have caused an injury to an 
employee. The cause might be careless driving on the firm’s 
premises, or some other negligent act. Possible examples 
are: allowing a spillage of a dangerous chemical, stretch- 
ing a wire across a passageway, not fencing off a hole in 
the ground and erecting warning signs, or just leaving a 
tool lying around. 


You Must Try To Discover Where The Blame 
Lies 

There might be claims against two companies — the one 
on whose premises the accident occurred, and the delivery 
firm or outside contractor. In this situation two insurers 
would be involved, assuming both firms were adequately 
insured. A third firm might even be involved if two outside 
contractors were on site at the same time. Your job is to sift 
through conflicting evidence and attempt to discover where 
the blame lies, not just take statements mechanically. 


The Person Injured Could Be Responsible 
For The Accident. 


Don't ignore the possibility that the person injured could 
be responsible for the accident, through negligence, or ac- 
tually disobeying safety instructions. 


When People Are Reluctant To Talk - Or 
Too Eager 


Interviews will be needed with anyone who witnessed 
the accident, and also employees of any companies in- 
volved, particularly those responsible for an act which might 
have caused the accident. Witnesses may be reluctant to 
talk frankly because they do not want to be responsible for 
a successful claim against their employer. Sometimes the 
reverse could be true, and an employee could be too eager 
to incriminate an employer, possibly because of a grudge. 


Deliberately Obstructive Witnesses Can Be 
Subpoenaed 


Some witnesses may simply be deliberately obstruc- 
tive, particularly managers of the company which is to 
blame. In this situation you should include the fact in your 
report and perhaps suggest that a person should be subpoe- 
naed to give evidence in court. You could also suggest that 
the manager should provide a copy of work procedures and 
safety guidelines to be used as evidence. In your report 
you should venture an opinion as to whether or not some- 
one would make a good witness in court from your client’s 
point of view. 


Include Declaration Of Willingness To Give 
Evidence In Court 


A sentence should be included in statements saying that 
the witness is willing to attend court and give evidence. 
But if the person is likely to be away on business or on 
holiday during certain periods, include dates in the state- 
ment to avoid inconvenience to someone who is not a hos- 
tile witness. A witness might legitimately say he or she 
would prefer not to give evidence in court, but can never- 
theless be subpoenaed if necessary. 


“Section Nine" Statements Containing A 


Caution 


Your client should tell you whether or not a statement 
needs to contain a “caution”. If so, it is known as a “section 
nine" statement. This type of statement contains a warning 
that if something is knowingly and deliberately stated which 
is not true, the witness can be prosecuted. But in straight- 
forward cases a caution is often not necessary. 


Heading For Statement 

A section nine statement starts as follows: 

Witness Statement 

(C.J. Act 1967, section 9, М.С. Act 1980, section 102, 

M.C. Rules 1981, rule 70) 

Statement of: 

Address: 

Age: (If over 21 write *over 21".) 

Occupation: 

This statement (consisting of ...... pages each signed 
by me) is true to the best of my knowledge and belief and I 
make it knowing that, if it is tendered in evidence, I shall 
be liable to prosecution if I have wilfully stated in it any- 
thing which I know to be false or do not believe to be true. 


Dated the ......... th. day of ............ 19... 
Signature: 


The initials “C.J.” mean Criminal Justice and “М.С.” 
Magistrates Court. "Section" can be shortened to just the 
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letter "s" and "rule" to just “т”. 


Your Client May Supply The Form, Or You 
Can Prepare It 


As in the case of an affidavit, your client may supply 
you with a form. If not you can prepare the heading as 
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above. In either case the statement itself should be hand- 
written by you, with the person’s signature at the bottom 
after the word “signed”, and your signature as a witness 
after the words “witnessed by”. If there is more than one 
page, each subsequent page should be headed “Statement 
of:” followed by the person’s name, and numbered “Page 
no. 2”, etc. Each page should be signed both by the witness 
and by you as a witness of the witness’s signature. 


When The Client Is A Solicitor 


Sometimes you receive instructions from a solicitor, 
acting for an accused person. In this case a caution will 
almost certainly be required. If a solicitor is seeking cor- 
roboration of either evidence or an alibi, a section nine state- 
ment is needed, too. You are unlikely to have problems 
locating someone in order to take a statement when work- 
ing for an insurance company. But if you are instructed by 
a solicitor, you may first have to do a trace, possibly using 
similar techniques to those employed in fraud cases. Even 
if you are successful in locating the person, you may not be 
able to obtain a written statement. It could be necessary to 
serve a subpoena obliging the witness to appear in court to 
give evidence. 


Always report back before carrying out any extra work, 
other than the most basic enquiries, such as checking the 
phone number or looking at the electoral register. If not. 
your client might refuse to pay for unauthorized work. 


Taking A Statement From A Person Accused 
Of A Crime 

You are not very likely to be involved in taking a state- 
ment from a person accused of a crime. as this is nearly 
always done by the police. However, you should know how 
to include a caution in case you take such a statement in an 
investigation into fraud, or pilfering by employees, or ina 
shoplifting case. 


How The Accused’s Statement Including A 
Caution Is Worded 


This caution is different from the section nine type in- 
volving witnesses that you are more likely to use, and the 
statement should be as follows: 


* Start with the words "Statement of:” followed by the 
accused’s name, and follow this with the headings “address” 
and "age". 


* Next write: "I (person's name) wish to make a state- 
ment. I want somebody to write down what I say. I have 
been told that I do not need to say anything unless I want to 
and that whatever I say may be given in evidence." 


* The accused person should then sign immediately after 
the last word. 


* The actual statement should follow without leaving a 
big gap. Use the person's own words, concentrating on the 
admissions being made, but not omitting relevant facts so 
as to distort the evidence. Leave just enough space between 
the lines for possible alterations. 


* The accused should then be asked to read the statement 


and sign again immediately after the last word. This is to 
avoid allegations that words have been added after the state- 
ment was signed. 


* Any alterations should be made by crossing out words 
neatly with a single line so they can still be read and writ- 
ing the replacement words above. The accused must initial 
these alterations. 


* Next get the accused person to write himself or her- 
self: "I have read the above statement and have been told 
that I can correct, alter, or add anything I wish. This state- 
ment is true. I have made it of my own free will." 


* The accused person should then sign yet again after 
the last word. 


* Finally you should write the word “witnessed by" and 
sign yourself. 


Although your own statements look more professional 
typed, this kind should be handwritten. 


When A Verbal Caution Is Necessary 

If a person starts to confess an offence such as theft 
when challenged or accused, you should give a verbal cau- 
tion. This is similar to the written caution for someone ac- 
cused of an offence. The words to use are: 


You do not have to say anything. but it may harm your 
defence if you do not mention when questioned something 
which you later rely on in court. Anything you do say may 
be given in evidence. 


Having to give a verbal caution is an unlikely occur- 
rence, but failure to do so could make a person's confes- 
sion inadmissible as evidence. The fact that a caution was 
given should be included in any written statement. 


If Injured, Always Have A Medical 


Examination 

In the unlikely event of a physical attack while attempt- 
ing to detain someone, mention the incident in your state- 
ment. No matter how minor any injury appears at the time, 
have a medical examination as soon as possible. If you do 
not, your description of the attack will carry less weight as 
evidence. Also any civil action you later decide to take for 
damages might well fail for the same reason. Even if you 
just have an accident while on an investigation, see a doc- 
tor. You may decide to sue if the injury turns out to be 
more serious than it appeared at first. 


Witness Statements Cannot Include Hearsay 
Evidence 


Hearsay evidence is not allowed in witness statements. 
In other words you cannot quote what the person making 
the statement claims another person said. You need a sepa- 
rate statement from that other person. This point is vital. 


How To Produce A Good, Clear Statement 

A good, clear statement is produced by thinking clearly 
and making in advance notes of all the questions you need 
to ask. It is not necessary to write the statement immedi- 
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ately in the presence of the witness. Go away and take your 
time, returning later for the witness's signature. The only 
exception is if you suspect a delay will cause the person to 
have second thoughts about signing. 


Don't Leave Unnecessary Spaces In 


Statements 


A statement is generally written as one paragraph (ex- 
cept for the heading) to avoid allegations that something 
has been added after the signature. Only leave spaces if 
information has to be inserted later — for example the dates 
of a witness's holiday – and afterwards draw a line through 
any remaining space not filled up. 


Number The Pages, Sign Each One, And 
Don't Forget The Date 


If the statement has more than one page. each one should 
be headed "Statement of” followed by the person's name, 
and numbered. At the bottom of each page you should write 
"signed" and get the witness to sign underneath, and you 
should sign yourself under the words “witnessed by". Don't 
forget to write the date on the last page, immediately be- 
low the signatures. 


How To Prepare Your Own Statements 


Your own statements of what you have observed dur- 
ing an investigation should start with the section nine head- 
ing, giving your occupation as “private investigator”. The 
actual statement follows, with your signature at the bottom 
after the word “signed”, and the name of the person wit- 
nessing your signature after the words “witnessed by". If 
there is more than one page, each subsequent page should 
be headed “Statement of:” followed by your name, and 
numbered “Page no. 2”, etc. Each page should be signed 
by you and the person acting as your witness. 


Simply write a statement in one paragraph (except for 
the heading). Start by saying you are a private investigator. 
Once you have a year or more of experience, you can state 
for how long. Then describe significant events of your in- 
vestigation in the order they happened. One useful phrase 
is “the person I now know to be the defendant”, followed 
by the defendant’s name. This means you did not know the 
person’s name at the time, but you were later told his or her 
name, and it is the same person. 


You can include your thoughts during surveillance, and 
another person’s words if you actually heard them, but re- 
member: no hearsay evidence. When quoting someone 
else’s’ words, or your own, you should use “direct speech”, 
not “indirect”. For example: I said to the defendant: “I am 
a private investigator.” Not: I told the defendant I was a 
private investigator. 


Notes Should Be Made As Soon As Possible 


You must keep written notes on investigations, and these 
should be made as soon as possible, including the date and 
time. It is quite legitimate to later refer to such notes. In 
fact evidence based on notes will normally carry more 
weight. If two people are involved in an investigation, each 
person should make a statement, obviously without any silly 
inconsistencies, no matter how small. 


Value Of Stolen Goods For Charge Sheet 


And Compensation 

In a statement involving theft, the value of any stolen 
goods should be included. This may be used by the police 
to prepare their charge sheet, and also if a compensation 
order is made. 


Use Simple English, Without Imitating Legal 


Jargon 

Apart from the few specific legal points mentioned, 
preparing a statement is mainly common sense. Use simple, 
plain English, and most important, do not try to imitate 
legal jargon you do not understand. If you yourself don’t 
understand what you’re saying, no-one else will. 


Two Final Tips 

If a witness makes a statement and then decides he or 
she wants to change an odd word, you don’t have to re- 
write the statement. Just cross out any word to be altered, 
neatly with one line, so that the original word can still be 
read. Then write the new word above and get the person 
making the statement to initial the alteration. If after all 
your effort, someone refuses to sign a statement, don’t de- 
stroy it. Your client may decide after reading the statement 
to subpoena the person to give evidence in court. 


Questions Possible Answers Your 

Answers 
1. What kind of company is particularly likely to | A. Hearsay evidence. 
instruct you to take statements? 


2. Name three common types of incidents requiring | B. Make a list of questions to be asked. 
statements. 


3. Give two reasons why an insurer might need a [ C. You did not know the person's name at the time, 
but you were later told the name, and it is the same 
person. 


statement following a road accident. 


4. What items relating to an accident do you need [ D. If a person starts to confess an offence. 
to check? 


5. Why might witnesses contradict statements | E. No. There are other rules, 
without realizing it? caution. 


including a different 


6. Why should you include minor, apparently | F. No, if necessary you can make them immed- 
unimportant points when taking a statement? iately afterwards. 


7. Who could be responsible for an industrial in- 
jury? 


8. Why might an employee be reluctant to talk 
about an accident? 


G. No, handwritten apart from the heading of a 
witness statement. 


H. Statements of the people involved and witnes- 
ses, plus sketches. 


9. Or why might an employee be too eager talk? |I. That there are no inconsistencies, even minor 


ones. 


10. What can be done if someone refuses to talk? | J. Because the incident happened some time ago. 


11. What is your basic aim in taking statements | K. In case such details turn out to be important and 
when investigating an accident? to lessen the danger of the witness's evidence being 
challenged. 


12. What declaration should be included in a | L. No, not necessarily. 
witness's statement? 


13. What is a "section nine statement"? M. The absolute minimum necessary. Plain Eng- 


lish is preferable. 


14. Who normally decides if a section nine state- 
ment is required? 


N. The employer, an outside firm or the person 
injured. 


15. Is there a set heading and layout for a witness 
statement which is important? 


O. The page number and the signatures of the 
person making the statement and the person 
witnessing the statement. 


16. What type of evidence cannot be included in a | P. To avoid a successful claim 
witness statement? yer. 


against an emplo- 


17. Is the heading and layout of a statement from Q. One including a caution about the risk of pro- 
someone accused of a crime the same as for a | secution for not telling the truth. 
witness statement? 


18. Should statements of witnesses and accused J R. To decide who was to blame or to take civil 
people be typed? action following criminal prosecution by the 
police. 


19. What should you do before starting to take a | S. The date and time. 
statement? 


20. Do you have to prepare a statement immed- 
lately after interviewing someone? 


T. Of willingness to give evidence in court. 


U. To discover who is to blame. 


21. When should you prepare a statement immed- 
iately, in the presence of the person making it? 


Questions Possible Answers 


dip M 


22. Should you leave plenty of spaces in a state- 
ment? 


V. No, it should be written as one paragraph to 
avoid allegations that something was added after is 
was signed. 


23. What should you do if you leave too much 
space for an item which needs to be added after 
you have written the statement. but before it is 
signed? 


24. What should be included on every page of a | X. Your client. 

statement? 

25. What item should be added on the last page of | Y. Have a medical examination. 
a statement. after the signatures? 


W. The value of stolen goods. 


26. How should vour own statements start? Z. Road accidents, industrial injuries and theft. 
27. Do you use direct or indirect speech for quo- | AA. An insurance company. 
tations? 


28. What is the meaning of the following expres- | BB. Because of a grudge against an employer. 
sion in a statement: "the person I now know to be 
the defendant"? 


29. Do notes of investigations need to be made on | CC. Direct. 
the spot? 
30. What should you always include in your notes? | DD. Draw a line through the space. 


31. If two people are involved in an investiga-tion, | EE. If you suspect the person may not sign it later. 
what is important about their statements? 


32. Must you rewrite a statement if a witness alters | FF. The date. 

a few words? 

33. How many legal terms should you use in a | GG. The person can be subpoenaed to give evi- 
statement? dence in court. 

34. What information is needed in a statement | HH. With the "section nine" heading. 

concerning a theft? 


35. When is a verbal caution necessary? II. Yes. 
36. How can a statement be used if someone re- | JJ. No, make neat alterations and get the witness 
fuses to sign it? to initial them. 


37. What should you always do if you are injured | KK. To subpoena the person to give evidence in 


in an investigation? 


court. 


Affidavits 
Preparing And Swearing Them 


Affidavits involving County Court processcanbesworn "exhibited" The actual swearing is very straightforward, 
free of charge at the court. But most service involves the simply involving taking hold of a bible and, repeating the 
High Court, and so it is necessary to locate a solicitor who necessary words as requested, swearing that the statements 
is also a “commissioner of oaths”, and pay a small fee for made in the affidavit are true. If a solicitor is not available, 
the affidavit, plus an extra charge for any document employees of some firms will sign the document anyway, 
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without it being sworn. This is not correct, but who is to 
know? This once happened to me in Gibraltar. 


Alterations To Affidavit Must Be Initialled 
By Solicitor 


Any alterations to the affidavit should be marked in the 
margin with an X, so that the solicitor can check and initial 
each one. It is vital to ensure that this is done, as otherwise 
the affidavit could be invalid. 


Process From Abroad Requires Use Of A 
“Notary Public" 


When swearing an affidavit in England involving the 
service of process originating outside the country, you need 
to use a "notary public". These are less common than 
commissioners of oaths, but can be located through the 
Yellow Pages. They are more expensive and use a special 
stamp on the document. 


Swearing Affidavits Abroad — British 
Consulates An Option 


If you want to swear an affidavit abroad, a British Con- 
sulate is sometimes a cheaper option than using a local law- 
yer or “notary”, and you are sure of its validity in the United 
Kingdom. 


Preparation Of The Affidavit — Standard 
Forms Available 


Standard affidavit forms can be bought from legal sta- 
tioners, intended to be suitable for nearly every occasion, 
and including alternative details, some of which need to be 
crossed out. They may contain a warning that the form 
should only be completed by a suitably qualified person, 
such as a solicitor. This type of affidavit will sometimes be 
supplied to you by a client. Alternatively, you or your cli- 
ent may prepare a customized affidavit using a blank sheet 
of paper. Probably you will do this yourself as you gain 
confidence that you are not making mistakes, as wording 
can vary greatly for different types of documents and meth- 
ods of service. 


Some of the wording is important and some expressions 
are a legal convention. Copy the style of documents you 
are given by solicitors, and never be too proud to ask the 
staff in an instructing solicitor's office to glance quickly 
through an affidavit you have prepared. 


Affidavit For An Originating Summons 

When preparing an affidavit for an originating sum- 
mons, check that any pre-prepared form mentions the fact 
that a date and place to attend was given. If not, add an 
extra paragraph to the affidavit, as follows: 


The copy of the originating summons so served as afore- 
said bore on the face thereof due notice to the person served 
therewith of the place where he/she was required to attend 
and the day and hour of such attendance, or if such date 
and place had not been fixed at a date and time to be fixed. 


Affidavits For Documents Containing Penal 
Notices 


If a penal notice is included in a document you serve, 
ensure that this is mentioned in the affidavit. Use wording 
such as the following: 


Atthe time of the service thereof, the said (type of docu- 
ment) had endorsed thereon the following words, that is to 
say (copy the exact words of the penal notice). 


Affidavits For Bankruptcy Cases 


There are slight differences between affidavits for writs 
and straightforward ones for bankruptcy petitions and statu- 
tory demands, but these are minor variations in the word- 
ing. However, in bankruptcy cases you are particularly 
likely to fail to serve process personally because of delib- 
erate attempts to avoid meeting you. 


Application To The Court For Order Of 


“Substituted Service" 


Soan affidavit can also give details of attempts to make 
service of a writ or a demand, showing that you have made 
every reasonable effort to locate the person named, but in 
the end had to put it through a letterbox. When letter box 
service is not allowed, as in the case of a bankruptcy peti- 
tion, an application can be made to the court for an order of 
"substituted service". The affidavit provides evidence of 
attempts to make personal service; if the request is granted, 
the documents are sent by post. 


Details In A Typical Affidavit Requesting 
Substituted Service 


In this situation you should list in simple English each 
Stage of your enquiries in a specially prepared affidavit. 
This will start in the usual way with details of the court and 
the case. 


Next state, in the case of a bankruptcy petition: 


I (your name) of (your address), in the County of 
ЖЕКЕ , Process Server, for the purpose of service employed 
by (name and address of the instructing solicitor), Solicitor 
for the Petitioning Creditor, MAKE OATH AND SAY: 


Then in a series of numbered paragraphs, each starting 
with the word “That”, list in chronological order your at- 
tempts to effect personal service. There is no set formula, 
as every case is different, but typical paragraphs would 
contain the following information: 


* “That being directed to effect personal service of" (de- 
tails of the document) you attended the address of (name 
of the person) at (address), but received no reply when ring- 
ing the bell and knocking. 


* Enquiries with neighbours. 


* Visits to the homes of spouse, parents, etc., or to solici- 
tors, bank or accountants. State if the person you spoke to 
has seen the defendant or received mail on the person's 
behalf. 


Б... 
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* The letter of appointment you will have sent, giving debtor and effect personal service. However there would 


the date, name and address, and including the words “which be some differences, as follows: 
letter, omitting formal parts, ran as follows:” plus the text 
of the letter. “Omitting formal parts” means you are in- 


cluding the main body of the letter, but not court details or 
addresses. * You would give more details of attempts to trace the 


subject, using methods in the section on tracing, e.g. calls 
to directory enquiries. 


* There would be no court details, as a demand is issued 
by a solicitor. 


* Your attendance for the written appointment. 


* Say that you have made reasonable efforts to effect per- 
sonal service of the "said Bankruptcy Petition" to the "said 
Judgment Debtor". Add that you believe he or she has re- 
ceived a petition and is deliberately evading personal ser- 
vice thereof. State that the letter you sent bv post has not 
been returned. 


* It would be necessary to contact any solicitor who could 
be acting for the subject and arrange for an appointment 
letter to be sent to the debtor through the solicitor. Also, 
state that you are unaware of him or her having a solicitor. 
This is important. as failure to do this could make the affi- 
davit invalid. 

* Make a request for substituted service. Starting the para- 
graph “I crave leave that an order be made for service of 
the said Bankruptcy Petition by sending a sealed copy 
thereof by post to the Judgment Debtor (name) at the only * A copy of the demand would be exhibited to the affida- 
known address (address). or in апу such manner as the Court Vit, and this fact stated. 


may direct." 
Should You Prepare Your Own Affidavits? 


Certain judges are sticklers for detail and might reject 
SWORN AT .................. an affidavit for a trivial point in the wording. However, 
any judge would quite rightly disallow an affidavit with a 
factual error, such as a misspelt name. Solicitors normally 


* You would give details of substituted service of the 
document by letter box . 


End the affidavit: 


this ......... th. day of ............ 19...... prepare affidavits, and though it seems reasonable to ex- 
pect them to point out errors in one you have prepared when 
Before me, .................. you swear on oath, some may feel you are taking work 


А Solicitor empowered to administer Oaths. away froma thems 
It is also reasonable to expect an instructing solicitor to 
want to prepare the affidavit and charge for it, although the 
truth is that a legal secretary will usually do the actual work. 
So learn how to do it yourself. This is an item you can earn 
money for, and there are occasions when you will be work- 
. ing directly for a client who is not a solicitor and needs a 
Affidavits For Statutory Demands straightforward affidavit. 
An affidavit for the service of a statutory demand could 
be similar to the above if it was not possible to locate the 


Questions Possible Answers Your 
Answers 
1. What does swearing an affidavit involve? A. A correctly worded paragraph giving 
the exact words of the penal notice. 


2. Where can you swear an affidavit in England? B. That they should only be completed by 
a suitably qualified person, such as a 
solicitor. 


3. Where can you swear an affidavit for County Court process [ C. Court details, as this type of process is pm 


Remember the above affidavit refers to a bankruptcy 
petition, and in a the case of some other documents refer- 
ences to "bankruptcy petition", “judgment debtor" and “pe- 
titioning creditor", would not apply. 


free of charge? issued by a solicitor. 


4. Who is authorized to deal with affidavits for process orig- | D. No, there are slight differences. 
inating abroad? 

5. Where can you swear an affidavit abroad in English which | E. Evidence that you attempted to serve 
is valid in England? process personally. 
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tuted service what information should be given ? 


substituted service? 


substituted service of a statutory demand, and why? 


6. If there are alterations to an affidavit, what should you do? 
7. What warning will standard affidavit forms usually con-tain? 


8. What should an affidavit for an originating summons in- | H. A notary public. 

clude? 

9. What must be included in an affidavit for process contain-ing | I. At the office of a solicitor who is also a 

a penal notice? commissioner of oaths. 

10. Are affidavits the same for writs and in bankruptcy cases? | J. Inform the solicitor or consular off-icial, 
and ensure they are initialled. 


11. In an affidavit applying to the court for an order of substi- 
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12. Is there a special form of wording for an affidavit requesting | L. A statement that you are unaware of the 


13. When is such an application particularly likely to be made | M. A specially worded paragraph stating 


14. What information would not appear on an affidavit for | N. In bankruptcy cases, as letterbox 
substituted service of a statutory demand, and why? service is not allowed. 


15. What information must be included in an affidavit for | O. Taking hold of a bible and repeating set 


16. What risk is involved in preparing your own affidavits or | P. At a British Consulate. 
even filling in printed forms? 


K. That a mistake could render the 
affidavit invalid. 


defendant having a solicitor, other-wise 
the affidavit could be invalid. 


that the summons included the date and 
place to attend, or that these details had 
not been fixed. 


words, swearing that the statements you 
have made in the affidavit are true. 
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Powers Of Arrest And Points Of Law 
Better Not To Take Risks 


You do have the power to arrest someone, just as any 
member of the public does in England, under section 
twenty-four of the Police and Criminal Evidence Act, 1984. 
But this is a power to be used with extreme caution. 


When A Citizen's Arrest Can Be Made 


The law distinguishes between arrestable and non- 
arrestable offences when giving the ordinary citizen pow- 
ers to detain people. Arrestable offences are basically: 


* Murder, which has a penalty of life imprisonment 


* Serious offences for which a person may be sentenced 
to five years’ imprisonment, which can include theft 


* Minor offences, such as making off without payment 
Anyone with reasonable grounds to believe someone 


has committed an arrestable offence has the theoretical 
power to make an arrest without a warrant. 


Arrest involves taking away a person's freedom of 
movement, but this does not necessarily involve force of 
any sort. It is enough to inform a person that he or she is 
under arrest, at the same time giving reasons and a caution. 
The arrested person should then be taken to a police station 
or handed over to a police officer as soon as possible. 


Avoid Physical Contact - Danger Of 
Charges For Wrongful Arrest 


Physical contact is best avoided during an arrest, as there 
is always a risk of civil or criminal proceedings against 
you for assault. Even if you do not lay a finger on anyone, 
there is still the possibility that you might face civil or crimi- 
nal action for false imprisonment. Many police officers have 
ended up in court accused of wrongful arrest. It is prefer- 
able and safer to think of yourself as a private investigator, 
rather than any sort of private police officer, which you are 
not. 
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Unless you actually see someone commit an offence 
and have at least one reliable witness you are absolutely 
sure would back you up in court, leave the arresting to the 
police. Carrying out a citizen's arrest may sound glamor- 
ous, but it could be very expensive — or at the very least 
lead to months of worry until you know accusations against 
you have been dismissed. 


Caution Needed With The Law In General 


This caution applies to the law in general. Many legal 
expressions and points of law have been explained to vou. 
but these are only those which are essential to carry out the 
investigations and other specific procedures described. such 


making a citizen's arrest? 


1. Does a private investigator have the power to | A. Inform the person that he or she is under arrest, 

arrest someone? giving a reason and a caution. 

2. When can a citizen's arrest be made? B. Consult the solicitor instructing you or a good 
law book. 

3. What are arrestable offences for the purposes of | C. Hand the person over to a police officer. 

a citizen's arrest? 

4. Is the use of force to detain someone essential | D. Civil or criminal proceedings for assault or false 

or advisable? imprisonment. 

5. What must you do if arresting someone? E. If a person has reasonable grounds to believe 
someone has committed an arrestable offence. 

6. What should you do as soon as possible after | F. It is unnecessary, and any physical contact is 

arresting someone? inadvisable. 


7. What are the dangers involved for the person | G. Basically murder, serious offences - including 
theft - carrying a prison sentence of five years, and 
sometimes a minor offence such as making off 
without payment. 


8. What should you do if unsure of a point of law? | H. Yes, but only the same power as any other 
ordinary citizen to make a citizen's arrest. 


as process service and repossession. Although we have 
taken all possible care to ensure that all the information 
supplied is accurate, we cannot accept responsibility for 
the consequences or any errors or omissions. If you have 
any doubts on a point of law, always check, either with a 
solicitor instructing you, or in one of the legal text books 
available in any good reference library — for example Stones 
Justices Manual. 


We really do believe that you are now fully equipped 
with all the basic facts necessary to start a successful busi- 
ness as a private investigator. Just realize that there are limits 
to your knowledge and your legal powers. 


Your 
Answers 


How To Write Good Reports 
Observation, Plus Relevant Facts In Plain English 


Reporting back to your client hasn’t been left until this 
late stage because it’s not important. On the contrary, a good, 
clear, concise report is crucial. All your efforts in an inves- 
tigation will have been in vain if you fail to report the rel- 
evant facts accurately in a way they can be easily under- 
stood, or miss a vital piece of evidence. How to write a 
report is dealt with at this point, because it is essential to 
first have a clear understanding of all the diverse types of 
assignments you are likely to be offered. This you now have. 


Learn To Observe All The Facts 


To report the facts you must first learn to observe all 
the facts. So from now on set yourself daily exercises to 
train your memory, and practise taking accurate notes. A 


simple test you can do without leaving your armchair is to 
watch a video for a few minutes, then stop the tape and 
make notes. Afterwards replay it to check the accuracy of 
your observations. 


Next think of a person you know and ask yourself what 
he or she was wearing on the last occasion you met. Do 
you know the colour of the person’s eyes, or in the case of 
a woman her lipstick or style of her earrings? What about 
the make and registration of your friend’s car? Write down 
what you are sure of, details you think you know, and a list 
of information you have to admit you haven’t got a clue 
about. When you see the person again, make a mental note 
of whether you were correct about those details which don’t 


change. Then later write down a full description. After a 
few hours, see how much information you can still remem- 
ber, referring to your notes for confirmation. 


Do this sort of thing constantly, in the street, in offices, 
shops and pubs. You may remember that a man wears an 
earring, but in which ear, and is it a plain ring, a cross or 
more than one? The person who serves you in your local 
may have a tattoo on his arm, or her shoulder, but can you 
describe the design and colours? Try to recall details of 
surroundings, too, and verify them on your next visit. Even- 
tually you will be scrutinizing everything and everyone 
automatically and unconsciously. 


Apparently Irrelevant Points Could Be Vital 


Evidence 


During an investigation record as much detail as you 
can in a notebook, including dates and times. A thing which 
does not appear relevant at the time may later turn out to be 
the vital clue or piece of evidence. If it's impossible to make 
full notes on the spot, jot down major details on a newspa- 
per or any scrap of paper if you can do so without arousing 
the subject's suspicion. Carefully and accurately transfer 
the information to your notebook when you have an oppor- 
tunity. You could even keep the original note filed away, if 
it's an important point. 


When involved in surveillance for fraud cases or when 
trying to locate assets, report visits which the subject makes 
to addresses other than his or her home or work place. De- 
scribe each location, including any business name and the 
name of the proprietor or person living there, as well as 
giving the address. Such information could provide your 
client with important clues, even though the names and 
addresses mean nothing to you. Similarly, a description of 
a person the subject meets or the registration number or 
make of a vehicle could be the last piece in the jigsaw of 
evidence that your client is attempting to complete. So could 
the exchange of a parcel, or even a piece of paper, or infor- 
mation that someone has a police record. 


Evidence Of A Meeting Not Enough In A 


Matrimonial Case 


In a matrimonial case, the fact that two people have 
met is not evidence of infidelity. Describe any signs of af- 
fection such as kisses, holding hands, an arm round 
someone's shoulders, or a hand resting on the thigh. Even 
the way two people look at each other is relevant. You are 
never going to provide the sort of evidence of adultery that 
used to be offered in England with the connivance of both 
parties, because it was then virtually the only way to ob- 
tain a divorce. A visit to someone's home is not in itself 
evidence of an extra-marital affair. So actions such as draw- 
ing the curtains during the day shortly after arriving should 
be included with the aim of giving your client the fullest 
picture possible. 


Videos And Photographs 
When taking photographs or making video recordings, 
log the date, time and place, too. Don't assume that such 


visual evidence speaks for itself. State what you consider 
to be obvious in your written report, in case your client 
doesn't attach the same significance to events as you do. 


Note Value And Condition Of The Subject's 


House And Possessions 

If you are making a report into people's financial cir- 
cumstances or tracing them because of non-payment of a 
debt, the appearance and state of repair of their house is 
important. This is of interest to your client even if it is rented 
— another fact which should be stated in your report, with 
the landlord's name if possible. So should a full descrip- 
tion of any car which may later be repossessed — not just 
the model, colour and registration, but what it could be 
worth, taking into consideration its condition. Inside a house 
you should aim to note details of possessions. It's not 
enough to know that there's a television, stereo or com- 
puter. Your client wants to know the model, its age and if it 
has a resale value. 


Full Description Of A Person, Including 


Movements 

When doing surveillance work, whether domestic, in- 
surance or an undercover assignment to detect pilfering, 
you must have a full description of the people you observe. 
This includes height, build, hair, facial features and expres- 
sions, tattoos, scars, piercings for rings and studs, and 
clothes. Movements are important in some investigations: 
glancing around furtively to see if anyone is watching, loi- 
tering, limping, walking briskly — or running for a bus, 
though supposedly not fit enough to work. Even spending 
habits are relevant when someone is claiming loss of earn- 
ings because of an injury and purports to have no job. The 
same applies when a person is in arrears with repayments 
on a loan and is declaring a very low income. 


Report Your Own Routine Enquiries 

Other information to include in a report is your actions 
— for example checking the electoral register and the phone 
book or telephoning directory enquiries. These may seem 
mundane points to mention, but your client wants to know 
that you have made all the routine enquiries necessary. In- 
clude the fact that you have sent appointment letters, and 
whether or not the subject attended the appointment. State 
that you have served documents and sworn affidavits. 


Hearsay Evidence Can And Should Be 
Included In Reports 


If you mention that you have phoned a landlord and 
been refused a forwarding address, this avoids your client 
making the same approach. Similarly you should report a 
call at the subject's address and last known work place, 
even if the person wasn't there, or refused to answer your 
questions. Mention the fact that a house is empty of furni- 
ture, or just appears to be unoccupied, and whether there 
are any estate agents' signs. Conversations with neighbours, 
employers or workmates about a person's whereabouts 
should be quoted if relevant. A nosy neighbour may help 
by telling you a house has been repossessed. Also include 
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any other information obtained by interviewing other people 
— for example a landlord's remarks about someone being 
in arrears with his or her rent, or that the subject has been 
seen in a certain area, and may be living there. These are 
the type of remarks your clients want to hear – particularly 
if your further investigations confirm that they are true. 
The comments about hearsay evidence from witnesses in 
the section on statements does not apply to your reports, as 
they are not to be used as evidence in court. 


How To Suggest You Had To Pay For 


Information 

If you have had to pay money for information — for 
example in the offices of the subjects former employee — 
make this clear in your report. without actually saying so. 
A phrase like "eventually agreed to co-operate" will nor- 
mally be understood. 


When Vetting, Report Lack Of Adverse 


Comments 


When vetting someone, a lack of any adverse comments 
is good. and is what your client really wants to hear, pro- 
vided there are no dark secrets to uncover. So include 
favourable comments by neighbours and former employ- 
ers. When doing financial checks report the lack of arrears, 
county court judgments, or bankruptcy, and the fact that 
no-one has registered a charge on any house at the Land 
Registry — including properties previously owned. 


You May Include Your Opinions In A Report 

Opinions may also be included in a report — for example 
that further enquiries might not be cost-effective for a com- 
paratively small debt. In this case, however, always state 
your willingness to continue with enquiries if requested to 
do so. 


Interim Reports 


Ап interim report will keep your client informed dur- 
ing a lull in your investigations. This could simply say that 
you were suspending surveillance for an industrial injuries 
claim. for example, because the subject did not appear to 
be at home. Observations would be resumed on a date when 
you knew the subject had to undergo a medical examina- 
tion, and so would be at a certain location. 


Hand-Delivery Of Reports For 
Confidentiality 

Sometimes it is advisable to deliver written reports per- 
sonally, to avoid them falling into the wrong hands. This 


could be so in industrial espionage cases or domestic in- 
vestigations. 


Some Information May Not Go In Initial 
Report 


You may not put all the information collected in your 
initial report, but if the case ever gets to court you will be 
able to make a further statement with confidence or refer 
to your notes when giving evidence. 


Don’t Discard Notes Because A Case 
Appears To Be Over 


Keep your notebooks filed away in date order even af- 
ter it appears that a case is completed. Label each one with 
a list of the assignments it includes. You may be asked to 
resume investigations again, or there could be unexpected 
legal action in the future, so don’t throw them away — not 
for many years. 


Writing The Actual Report 


The actual writing of a report will become routine with 
practice. Whether or not words come easily to you, stick to 
plain, simple English, and fairly short sentences. Bear in 
mind that your client isn’t expecting a mini-novel that would 
win a literary prize. 


Don’t be tempted to mimic the jargon in legal docu- 
ments, or the type of language habitually used by some 
solicitors. All that is wanted is a clear statement of the facts 
in words which anyone can understand. 


Layout Of The Report 


Use your normal letterhead for the first page and blank 
paper of the same quality for further pages, numbering all 
except the first. The layout is just like a standard letter: 


The date (after the printed heading, which should in- 
clude your business name, address and phone and fax 
numbers). 


Your client’s name and address. 


Any reference numbers, yours or your client’s. 


Dear Sirs, dear Mr.. ...... , or dear Ms.. ...... , (the latter 
all-purpose designation to improve your image with 
feminist lawyers and businesswomen). 


A heading giving the name of the case, e.g., Re: John 
Smith. 


The actual report, paragraph by paragraph. 


A mention of any items enclosed with the report, such 
as a sketch of the scene of an accident, witness state- 
ments, affidavits, and in particular your invoice. 


Yours faithfully, (for Dear Sirs) or yours sincerely, (for 
Dear Mr./Ms.). 


Your name, with enough space above it for your signa- 
ture. 


List Main Points Before Starting To Write 


Rather than launching haphazardly into the report, first 
make a list of the main points you intend to mention. If you 
are unsure whether a fact is relevant, include it. Then just 
write the report as though you were writing a normal, for- 
mal, business-style letter, with a separate paragraph for each 
point. You shouldn't normally use any contractions of 
words, e.g., write “did not" rather than “didn’t”. 
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Alternatives То Typing A Report Yourself 


A report really should be typed, but if you can't type, a 
clear hand-written report is preferable to a typewritten one 


full of mistakes and messy corrections. Another possibility 
is to find a reliable typist looking for work at home — pos- 
sibly a mother with young children. 


Computers And Word Processing Software 

If you already have a computer, check whether you have 
a word-processing program you didn't know about or have 
never bothered to use, or even buy some cheap software. 
Long-term, a word processor will save you a lot of time, 
allowing you to change a report as many times as you want 
without having to retype it. You can even have regularly- 
used sentences stored ready to insert into the current re- 
port. Some software will check your spelling and even your 
grammar! 
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book to take full notes during an investigation? 


6. What are the basic points to note when des- 
cribing a person? 


enquiries? 
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F. The date, your client's name and address, the 
name of the case and any reference numbers, and a 
mention of items enclosed, such as witness' 
statements or your invoice. 


7. Are spending habits relevant when reporting on | G. As a standard business letter. 

a person and why? 

8. What information should you note about a house | H. Never, or at least not for many years, in case 
investigations are reopened or there is legal action. 


include details which previously appeared 
irrelevant. 


J. The date and time. 
K. Almost, because of your business image. 
12. Does photographic or video evidence speak for | L. Yes, this is what your client normally hopes will 
itself? be the result of your enquiries. 
13. Can hearsay evidence be included in reports? | M. It is concise, understandable and includes all 
relevant facts. 


14. Should a report include details of all your own | N. No, just your letterhead for the first page, then 
normal paper. 


Before Long Reports Will Just Be Another 


Routine 

For the first two or three reports you may not be able to 
charge your client for all the time it takes. After the tenth 
or twentieth, it'll just be another routine task, and you'll 
wonder why you ever thought something so simple might 
be difficult. 


There is a sample report for a comparatively straight- 
forward case after the questions for this section. However 
the principles are the same, no matter how complex the 
investigation. 
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Possible Answers Your 
1. What are the basic characteristics of a good | A. Yes, they should be if they are likely to help 
report? your client. 

2. What must you do during an investigation in | B. Most definitely yes, even if the results were 
order to write good reports? negative. 

3. How can you learn not to miss vital points of | C. Yes, but not using those actual words. 
evidence? 

4. What details should precede all entries in your | D. Industrial espionage and domestic. 
notebook? 


5. What should you do if you can't use your note- | E. Only when essential. 


15. Should you report such activities as sending 
appointment letters and attempting to serve pro- 
cess when unsuccessful, or the swearing of 
affidavits, and why? 


16. In a vetting assignment, are you expected to 
report the lack of adverse comments and evi- 
dence? 


17. Should you state that you have had to pay for 
evidence? 


18. Can your opinions be included in a report? 


19. Should you refuse to continue with an in- 
vestigation because you consider it would be a 
waste of time and money? 


20. Why might you make an interim report? 


21. Name two types of investigation when hand 
delivery of reports might be advisable. 


22. Must all the information in your notes be 
included in a report? 


23. When should you destroy your notes once an 
assignment is completed, and why? 


24. When should you use legal terms in a report? 


25. Do you need a special form for a report? 


26. How should you lay out a report? 


27. What details must be included in the report, 
apart from a summary of your investigations? 


28. What is it advisable to do before starting the 
actual writing of a report? 


29. Should you use contractions such as "can't" 
rather than "cannot"? 


30. Is a typewritten report essential? 


O. Make a list of the main points to be included. 


P. Yes, for example any signs of affection and as 
much detail as possible of visits to a house. 


Q. No, not unless quoting someone. 


R. Yes, such information could be vital in an 
investigation concerning debt, an accident claim or 
vetting. 


S. Time saved — once you learn how to use it — 
and checking your spelling and grammar. 


T. Write down the most important points anywhere 
you can. 
U. Observe all the facts and take accurate notes. 


W. No. You should give your interpretation of 
events in your report in case your client does attach 
the same significance to the visual evidence as you 
do. 


X. To keep your client informed during a lull in 
investigations. 


Y. As much as possible, including the state of the 
contents and their value, plus the age and model of 
electrical items. 


Z. Yes, information is important to ensure that all 
necessary enquiries have been made and to avoid 
your client duplicating your work. 


AA. By doing memory-training exercises and re- 
cording even minor details in your notebook. 


BB. Yes, the prohibition of such evidence applies 
to witness statements which may be used in court. 
Include as much relevant information as possible, 
whether or not you manage to corroborate it. 


CC. Registration number, make, colour, condition 
and estimated value. 


DD. Type of building, appearance, state of repair, 
if empty, for sale or apparently unoccupied, if 
owned or rented, description of business, names of 
business, proprietor, resident or landlord, when 
applicable. 


V. In principle definitely, but possibly not the full 
amount to start with. 


31. What are the advantages of using a word | EE. Height, build, hair, facial features and expres- 
processor? sions, distinguishing marks such as tattoos, scars 
and piercings, clothes, and also the way the person 
was moving. 


32. Ought you to charge for the time taken to 
prepare reports? 


FF. No. State that you consider further investiga- 
tions would be fruitless, but indicate that you are 
willing to continue if this is what your client wants. 


Sample Report 


Bill Green 


Private Investigator 
2000 Long Road, Anytown AT9 077 
Phone: 0100 777777 Fax:0100 777888 


* Tracing • Repossession • Process service • Means reports • Vetting 
e Surveillance • Insurance claims • Interviewing 
* Investigations and reports of all types 


11 January 1998 

Ms. J. Brown 
Brown, Jones and Brown, Solicitors 
1 High Street 
Anytown 
ATO OXX 

follows 
Your ref: B.J.B./J.S./K.T./009 


Dear Ms. Brown, 
Re: John Smith 


Following your instructions to trace the above person, I am pleased to report 
that I have succeeded in locating him, and that his current address is 100 Old 
Road, Top End, Anytown. 


Searches of local telephone directories revealed no listing for the address 
which you supplied, Flat 2B, 999 Any Street, Anytown, and his name does not appear 
in the current electoral register at that address. Directory enquiries did not have 
a listing at the address. 


I therefore called at the Any Street address, which is a large Victorian house, 
in a poor state of repair, divided into flats. The front door was not locked, and 
on a table in the communal entrance hall were a number of letters, including some 
addressed to Mr. Smith. The dates of the postmarks were from the beginning of 
December to early January, suggesting that the subject has not had his mail 
redirected. From the outside of the envelopes, most appeared to be bills. There 
were also letters addressed to a Ms. Winnie Smith at the same flat. Obviously I 
left the letters unopened on the table. 


Next I spoke to neighbours, who confirmed that a couple had lived at the flat, 
and also the current occupant, who did not have a forwarding address. However, she 
gave me the phone number of the landlord, Ms. G. White, which is Anytown 111111. 


When I phoned Ms. White, she informed me that she believed the couple were living 
in the Top End district of Anytown. She commented "I would like to get my hands on 
them", saying they had left about four weeks ago owing her a month's rent. 


I also phoned Mr. Smith's last known employer, Anytown Pork Pies, telephone 
Anytown 222222, and spoke zc тле managing director, Mr. Trotter. He said Mr. Smith 
had been employed as a Griver delivering pies, but had left the company without 
giving notice the previous попіл. Mr. Trotter was also anxious to trace Mr. Smith, 
as there was a discrecancy in the takings on his delivery round. He told me he 


believed Mr. Smith wa ат а pub called the Mountain Daisy, in the Top End 
district, but that : know his address. Mr. Trotter said Mr. Smith had 
mentioned that Ms. Smith melimes worked part-time as a barmaid. 


When І telepnonea directory enquiries again, asking for a Mr. John Smith or a Ms. 
Winnie or winif mith in the Top End district, the operator told me there was an 
ex-directory for Ms. Smith. However, she refused to give me the address, 
and there willi obviously be no listing in the electoral register yet. 


So I visited Top End, which is a run-down, older-type council estate, with most 
of the shops vandalized or boarded-up. I called at the Mountain Daisy pub, ordered 
a drink, and sat at the bar talking to the barmaid, who told me she didn't like the 
area, and was planning to move soon. A customer spoke to the barmaid, calling her 
Winnie, so I waited in my car until closing time, which was in half an hour's time. 


I observed Ms. Smith leave the pub, and followed her to 100 Old Road. The door was 
opened by a man and the couple kissed. The house is a council property, with two 
broken windows. The light was on and the curtains not drawn, and from what I could 
see the house appears to be very poorly furnished, without even a lampshade. I 
suspect the house contains few goods of any value, and there was no car parked 
anywhere near the house. 


A further call to directory enquiries giving the name Ms. Winifred Smith and the 
above address confirmed that she has an ex-directory number listed there. 


On subsequent days I called briefly at the Mountain Daisy several times, and 
eventually noted a man at the bar who was the same person as I had seen at 100 Old 
Road. He was clearly on very friendly terms with Ms. Smith, and I heard her call him 
John. I am therefore satisfied that he is John Smith, and that he is living at the 
address stated. 


Bearing in mind Ms. Smith's remark that she was planning to leave the area soon, 
I suggest that any further action should be taken without delay. I do not believe 
that Mr.Smith is likely to have any significant assets which would make civil 
proceedings against him worthwhile, but I await your further instructions. 


Enclosed is my invoice listing all my charges for this case up to now. 


Yours sincerely, 


Bill Green 
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Appearing In Court 
Avoiding Attempts To Discredit Your Evidence 


Your investigations will sooner or later lead to your 
appearing in court to give evidence. The opposing barris- 
ter or solicitor will attack you and your evidence in an at- 
tempt to discredit you as a witness. 


Lawyer's Attacks Are Not Personal - Just 
Doing A Job 


What you must remember is that these attacks are not 
personal, despite the tone of voice in which they are made. 
Lawyers are only doing their job and acting in the interests 
of their clients by trying to cast doubt on the validity of 
any evidence which could incriminate them. Afterwards 
the prosecution and defence will quite likely have a drink 
and a friendly chat together. You should adopt the same 
attitude, and try not to get emotionally involved in the out- 
come of any case. The only time you should worry about 
the verdict is if you know you have lost a case for your 
client needlessly, either through something you said, or how 
you said it. 


The Impression You Give As Important As 
The Actual Evidence 


Your behaviour and the impression you make on a judge, 
jury or magistrate is just as important as the actual evi- 
dence you give. I remember once giving evidence on be- 
half of the police in a Crown Court, when a witness re- 
sponded so violently to my evidence that he had to be re- 
strained from leaping out of the dock in my direction. The 
police inspector in charge of the case smiled at me, know- 
ing the accused had just lost himself the case. A good ad- 
vocate will assess all witnesses’ demeanour to gauge how 
they will stand up to pressure. If a lawyer is given reason 
to think people will respond to provocation by behaving in 
a way which will discredit them and their evidence, this 
fact will be ruthlessly exploited. 


Avoid the following which could lose your client's case: 


* Vagueness and hesitation. 


* Having to correct statements, or saying things which 
conflict with any written statement you have made. 


* Overconfidence or cockiness. 

* Lack of respect for the bench (the judge or magistrates). 
* Arguing with a lawyer who is cross-examining you. 

* Losing your temper. 


* Àn appearance of nervousness or getting flustered. 


Familiarize Yourself With The Workings Of 
A Court 


The latter is the most likely on your first appearance in 
court — a place you quite probably have never set foot in. 
There is an easy way to avoid this legal equivalent of an 


actor's "first night nerves". Go to your local Magistrates 
Court and the nearest Crown Court and sit in the public 
gallery for a while. Choose the same types of case as you 
are likely to have to give evidence in and familiarize your- 
self with the workings of a court beforehand. 


Court layout varies slightly, but the magistrates or judge 
sit facing the court, with the clerk to the court down below 
in front — in the case of magistrates ready to give advice on 
points of law. There is no jury in a Magistrates Court, but 
in a Crown Court the members sit at the side of the court, 
near the judge. In a Magistrates Court you will probably be 
questioned by a solicitor, who wears ordinary clothes, but 
in a Crown Court by a barrister, decked out in a wig and 
black gown. with a solicitor in attendance too. Both pros- 
ecution and defence lawyers sit in the front part of the court 
facing the bench. The press and public are at the back of 
the court. 


Advisable To Swear On The Bible 


In a criminal case there is a dock where the accused 
stands. Until called to give evidence, you will see none of 
this, as you will be waiting outside the courtroom. When 
called. you will enter the witness box, and be asked to swear 
on the bible. or alternatively affirm that you are telling the 
truth. Unless you have really strong feelings which pre- 
vent you from swearing on the bible, such as another reli- 
gion, do so. Some judges. magistrates and jurors disapprove 
of anyone not prepared to swear a religious oath — although 
they will not admit this publicly. 


You will almost certainly be a prosecution witness, and 
if so you will first be questioned by the prosecution law- 
yer, who is on your side. He or she will also show you any 
objects or photographs being offered in evidence, and ask 
you questions about them. Next it is the turn of the defence 
lawyer to question you, and attempt to find holes in your 
evidence. Finally the prosecution has the right to ask you 
further questions which relate to answers you gave to the 
defence. The bench also has the right to question you, to 
clarify a point, but often will not. Answer all questions sim- 
ply. directing your replies at the judge or magistrate. Do 
not give too much detail, unless requested to elaborate on a 
point. You will normally be expected to give evidence with- 
out referring to your notes, unless the bench agrees other- 
wise. Permission may be granted, but only if notes were 
made at the time of a particular incident, or very soon af- 
terwards. So refresh your memory by reading through your 
notes the day before the trial. 


County Courts Can Be Very Informal 

Minor or routine civil proceedings in County Courts 
can at times be very informal, with the two sides sitting 
round a table in an ordinary room. In divorce proceedings 
is often not necessary for either side to attend, unless chil- 
dren are involved. 


You Are Not Accused Of Anything you would be in the dock. However, if you tell a lie under 


hes oath, you are committing the crime of perjury. 
Always bear in mind that you are not accused of any- d s реу 


thing, no matter how hostile the questioning. If you were, 


2. What is as important as the evidence you give? | B. Outside the courtroom. 

3. What types of behaviour should you avoid when | C. No, minor proceedings are sometimes informal, 

giving evidence? in an ordinary room. 

5. Who sits at the front of the court, below the | E. To the bench. 

judge or magistrates? 

6. Is there a jury in a Magistrates Court? F. Your own prosecuting lawyer. MI 
a Magistrates Court in England? witness box. d 
8. What type of lawyer is likely to question you in | H. Probably your lawyer again, to clarify questions 

a Crown Court? you have been asked by the defence lawyer. 

10. Why is it advisable to swear on the bible, rather | J. Sitting in the public gallery and watching cases. 

than affirm? 

11. Will you have to go into the dock? K. The judge or a magistrate. 

13. As a prosecution witness, who will question | M. The clerk to the court. 

you first? 

14. As a prosecution witness, who will question | N. A solicitor. 

you last? 

16. Where should you address your answers to a | P. Because the judge, jury or magistrates may 
lawyer's questions? 


1. Who can you expect to attack you verbally when | A. A barrister. 

you give evidence in court, and why? 

4. What is the easiest way to get used to the | D. At the front of the court, facing the bench. 

workings of a court? 

7. What type of lawyer is likely to question you in | G. No, this is for the accused. You will be in the 

9. Where do the lawyers sit? 1. That you are not accused of anything, and the 
attacks are not personal. 

12. Where will you wait until called to give | L. No, just in the higher courts, such as a Crown 

evidence? Court. 

15. Who else may ask you questions? O. The lawyer for the other side, in an attempt to 
discredit you and your evidence. 


secretly disapprove of someone who doesn't have 
religious beliefs. 


17. Are all County Court proceedings in a normal 
courtroom? 


Q. Conflicting statements, vagueness, hesitation, 
nervousness or getting flustered, cockiness, lack of 
respect for the bench, arguing with lawyers, losing 
your temper. 


18. What are the two most important things to | R. The impression you make on the judge, jury or 
remember during hostile questioning? magistrates. 


ll —————————— CHER 
Payment - How To Receive It Quickly 


Prior Agreement And Accurate Invoicing 


When engaged by a solicitor or a commercial client, 
two vital points are to stick to the budget and agree on a 
payment date. Even then, you will almost certainly have to 
chase up late payers, so don't provide the slightest excuse 
for a delay by silly errors or sloppy paperwork. 


Accurate Records Essential 


To ensure that you get paid for all your work and reim- 
bursed for expenses, you must keep accurate records. Don't 
rely on your memory. This could result in genuine mis- 
takes being noticed by a client, and a subsequent delay in 
payment. Worse, a discrepancy between the work shown 
on your report could cause lack of trust. For this reason, 
only list the exact number of hours on your invoice, and 
not on your report. You should be invoicing for all your 
working day, including travelling time between one assign- 
ment and another. Don't leave gaps of half an hour here 
and fifteen minutes there that no client is paying for. What 
this means is that you are paying for that time. 


How To Calculate Your Overheads 


It is equally important to ensure that you invoice for all 
your time on a particular investigation at a rate which in- 
cludes overheads. The latter must cover holiday pay for at 
least two weeks in the summer, plus another week. and all 
the bank holidays. This is a bare minimum and does not 
take account of illness. You will probably carry on work- 
ing with illnesses that would mean a week in bed for the 
average employee, but allow some time for sickness, just 
in case. 


Your overheads should provide for the following items: 


* Office-type expenses (even if you haven't yet got an 
office) such as stationery, telephone and fax. 


* Social security payments and insurance against not be- 
ing able to work because of illness (comparatively cheap, 
and worth considering). 


* Donot include car expenses, as these are usually charged 
for separately, by the mile or kilometre. 


Work out your hourly overhead rate like this: 
* List and total all your expenses for a year. 


* Calculate how many weeks you are likely to work, tak- 
ing into account all holidays, including bank holidays, and 
allowing a little time off for illness. Divide your annual 
expenses by the number of weeks to arrive at your weekly 
overheads. 


* Estimate how many hours you are likely to work on 
paid assignments, including preparing reports, but exclud- 
ing bookkeeping and looking for work. A reasonable fig- 
ure would be thirty hours. 


* Divide your weekly overheads by thirty to give an over- 
head rate per hour. 


ee 


How Much Should You Charge? 


The normal hourly rate you charge less this overhead 
figure is your true earnings before tax. But how much is 
normal? Any figure given here would be immediately out 
of date. A good guide is the rate currently paid for legal aid 
work. 


Charges For Legal Aid Work High, But 
Payment Slow 


Always find out in advance if your money is coming 
from legal aid, and only take the word of a solicitor that 
this is so. In this case you may have to wait months for 
your money, unless agreed otherwise. There is a list of nor- 
mal charges for legal aid work, available from the solici- 
tor, which are higher than average rates, presumably to take 
account of the slow payment. 


Pitch your daytime charges slightly lower than legal 
aid rates — say twenty per cent less — but charge extra for 
evening and weekend assignments. Never be afraid to ask 
what a firm usually pays for a particular type of assign- 
ment. and compare rates. Also. ask other investigators which 
firms are good payers. 


Calculating Your Car Mileage Charge 


You should invoice a mileage charge for the distance 
travelled in your car on assignments. To arrive at the rate 
per mile, list all your car expenses for a year: repairs, in- 
surance, road tax, petrol when on business — and not for- 
getting depreciation of the vehicle. Then estimate your 
likely business mileage. Finally divide your expenses by 
the number of miles to arrive at the rate per mile. 


Obviously both the mileage and overhead figures are 
just guesses until you know the number of hours worked 
and the miles travelled, so keep accurate records to make 
sure you are charging enough, but not too much. 


Show Special Expenses Separately 

Also show separately on your invoice any significant 
expenses relating solely to the particular case, such as 
charges by another agency in a different part of the coun- 
try, hire of a video camera, fees for searches and affidavits, 
and travel by public transport. 


Invoice Expenses Incurred If Instructions 
Cancelled 


If instructions are cancelled at the last minute you should 
still invoice for any expenses incurred. For example, in the 
case of the repossession of a house or premises, charge for 
the time of a locksmith who attended as requested, but did 
not do anything . 


You Will Normally Wait At Least A Month 


For Payment 


Payment is usually made — in theory — by the end of the 
month following the one in which you invoice, unless 
agreed otherwise. This means, for example, that an invoice 
dated 1st. January will usually be paid no sooner than one 
dated 31st. January — at the end of February. In practice 
this means a cheque will be posted a few days later, by 
second-class mail, and will arrive in the second week of 
February. 


So make sure the date on all your invoices for work 
during December is no later than 31st. December, even if 
you prepare them early the next month, so they are due for 
payment at the end of January. Also clearly state your terms 
of payment on your invoice, either with the words “terms: 
net monthly" or “payment due by ...... A 


Strategies For Quicker Payment 


Some firms will pay more quickly for what is known as 
a settlement or quick-payment discount. You show this as 
“settlement discount ...% for payment within ... days”. 
How much you allow depends on current interest rates, but 
offering 2.5% off the sum on your invoice might mean pay- 
ment within seven days. This could be well worth the money 
in the early days when you're short of cash. 


But many firms pay only when they receive a state- 
ment. A statement is a list of all invoices for a month, plus 
any unpaid from the previous month, less any payments 
received from your client. If figures are not your strong 
point, simply wait till the end of the month and send an- 
other copy of each invoice. but headed "statement" instead 
of "invoice". Other firms pay only when you phone, even 
though they have your cheque prepared. ready to send. You 
will soon find out who pays without prompting and which 
accounts departments need a routine phone call before 
they'll send you your cheque. If you still don't receive a 
cheque, send a photocopy of the statement with a red sticker 
or stamp saying "overdue". 


able to work on paid assignments? 


6. What items make up your overheads? 


Questions Possible Answers 
Answers 
1. How can you avoid disputes about payment? A. At the end of the month following the one in 
which you date your invoice. 
2. What is important to ensure you are paid for all | B. An advance payment. 
work done? 
3. What are the four basic items to charge for on | C. Possibly repossessions if offered enough 
your invoice? volume of work. 
4. What should you include in your rate per hour? | D. An agreed percentage deduced from an invoice 
for paying it quickly. 


5. How many hours per week are you likely to be { E. Dating all invoices with the month in which the 
work is done, offering a settlement discount, 
sending out statements, phoning for payment. 


F. Payment by results. 


Don't Work For Private Clients On A 


Payments-By-Results Basis 

You may occasionally be dealing directly with a private 
client, whether in a case of suspected marital infidelity or 
on behalf of the parents of a teenage absconder. Never agree 
to work on a payments-by-results basis. There may not be 
any infidelity or you might not locate the runaway. Don't 
fall for sob stories, or work for nothing because your client 
genuinely is penniless. If you do, you will end up broke, 
too. Never start an investigation for a private client without 
a realistic advance of at least several hundred pounds, wait 
for the cheque to be cleared, and once that is spent go back 
for more. Private clients don't like paying without results. 
You have been warned! 


Repossession Work On Results - Only Basis 

Another type of work you may be asked to undertake 
on a results-only basis is repossessions, particularly of do- 
mestic goods. Unless you are offered a large batch of cases 
within a small area, with a chance of a reasonable success 
rate, this work is best left to specialist agencies, or sub- 
contracted to one. 


Three-Part Fees For Possession Of Cheque 
Or Credit Cards 


Repossession of cheque cards, or credit, debit or charge 
cards, might involve a fee with three elements: one amount 
if successful, a lower amount if not, and a third additional 
fee if it is necessary to trace the person. This type of work 
is worth considering if a reasonable number of cases is of- 
fered in the same district. 


Invoicing Is Easy 

Preparing an invoice is easy and your normal letterhead 
can be used. No special jargon is needed, just a brief state- 
ment of work done, plus your charges per hour or mile, a 
list of expenses and payment terms. An example of the 
wording follows the questions for this section. 


Your 


Possible Answers 


7. What items are included in your mileage charge? | G. In a legal aid case. 


8. What is a good guide to the rate per hour you | H. No, just your letterhead - but keep a copy. 

can charge? 

9. When is payment usually made? I. All overheads except car expenses, which are a 
separate item. 


10. What strategies will help you get paid quicker? | J. Office-type expenses, phone, fax, insurance, 
social security payments, holiday pay and sick pay. 
11. What is a settlement discount? K. The standard amount for legal aid work. 


12. What payment arrangement should you never | L. Keeping accurate records. 
agree to with private clients? 


| 


13. What should you insist on with private clients? | M. Depreciation on your car, repairs, insurance, 
road tax and petrol. 

14. When are solicitors likely to take longer than | N. Stick to the budget, agree on payment dates and 

usual to pay? don't make mistakes in paper work. 

15. Might you ever accept assignments on a | О. Hours on an assignment, time for preparing your 

results-only basis? report, car mileage and expenses. 


16. Do you need special invoice forms? P. Possibly no more than thirty, allowing for time 
spent looking for work and on administration. 


Sample Wording For An Invoice 
Use The Same Heading As For A Report 


Invoice 


Re: John Smith 


Acting according to your instructions in the above case. Telephone enquiries, 
company searches, serving papers and swearing affidavit at the British Consulate, 
Málaga, Spain. 


Investigations, etc. 8 hours @ £20.00 = £160.00 
Preparation of report 1 hour @ £20.00 = £ 20.00 
Mileage (220 km) 137 miles @ £ 0.35 = £ 47.95 
Expenses: 

Searches and Consular fee £ 75.00 


(as enclosed receipts) 


Total £302.95 


Terms strictly net monthly or less 2-1/2% for payment within 7 days. 


Written Information 
Useful Addresses, Guides And Possible Sources 


A surprising amount of information can be uncovered 
without stirring from your desk, just using the phone and 
various types of directories and registers. 


Public Library One Of The Best Sources Of 


Written Information 

Public libraries are one of the best sources of written 
information and will often supply it over the phone. Li- 
brarians will help you find the right book to check on a 
point of law, or a commercial directory to locate company's 
name and address. Some universities will also let you use 
their reference section. Some of the sources mentioned 
below can be consulted in a good library. 


Phone Books Not Just For Telephone 


Numbers 


Phone books will give you all sorts of names, addresses 
and contacts. The commercial reference libraries of some 
big cities have telephone directories covering most of the 
world. Don't forget the Thomson local guides and fax di- 
rectories, although the latter do not include all numbers. 


Keep Looking If An Entry Isn't Where You 
Expect It To Be 


In the Yellow Pages, use the index and keep looking 
under various possible headings if the entry isn't in the first 
section you try. If you can't find a number in the ordinary 
phone book, read the page on how to find an entry. Also, 
think of all possible variations of a name. For example: 


~ Н.М. Land Registry 


* Manchester University — University of Manchester 


* Land Registry 


Telephone Area-Code-Decoder 


If you have a telephone area code and want to know 
where it is, local ones are listed in the phone book. There is 
also a publication called “The Phone Book Companion", 
with worldwide codes and a U.K. code-decoder. Phone 150 
for details (or 152 if you have a business line). 


Unknown Post Codes 


To pinpoint the areas covered by unknown post codes 
all over the U.K., contact the Royal Mail on (0345) 111222. 
Calls are charged at local rates. Your nearest sorting office 
may also help you locate an incomplete address. 


Council And Government Offices 


Local government employees and civil servants in Brit- 
ain are very loath to supply information. But you do have 
the right to consult the electoral register, either at the coun- 
cil offices or the public library. The planning department 
will also give you details of roadworks, etc., which might 
be useful in vehicle accident investigations. 


Major National Credit Checking Agencies 

A lot of your work is initially likely to do with financial 
matters. Credit checking agencies record defaults on debts, 
bad repayment records and County Court judgments. This 
information is supplied to finance companies before they 
lend money. Here are the names and addresses of major 
national agencies: 


C.C.N. Systems Ltd. 
Talbot House 
Talbot Street 
Nottingham 

NGI 5НЕ 


C.D.M.S. 
2 Old Bond Street 
London W1X 4QH 


Equifax Europe (U.K.) Ltd. 
16 Harcourt Street 
London W1H 2AE 


Infolink Ltd. 
Coombe Cross 

2-4 South End 
Croydon CRO 1DL 


Hire Purchase On Cars 


A specialist company will tell you whether a car is be- 
ing bought on hire purchase: 


H.P.I. Autodata 
Dolphin House 

New Street 
Salisbury 

Wiltshire 

Tel.: (01722) 422422 


Phone enquiries are welcome if you pay by credit card. 


Car Ownership Enquiries 

The name and address of the registered owner of a car 
can be obtained from the national licensing centre for le- 
gitimate purposes, such as an insurance claim. Any enquiry 
should normally be made by your client by contacting: 


D.V.L.C. 
Swansea 
West Glamorgan 


Charges On Property 

You may be able to consult the land registry at your 
local council offices. If not, first contact the nearest Dis- 
trict Land Registry (address in the phone book) which deals 
with registered properties. For information on unregistered 
property get in touch with: 


ie ыш „шыш —————————ÉÁáÁÉ o E; —————_ 


H.M. Land Registry 

Land Charges Department 
Drakes Hill Court 
Burrington Way 
Plymouth PL5 3LP 

Tel: (01752) 779831 


Companies House And Kellys Directory 


Company details, including names and addresses of all 
directors are obtainable from: 


Companies House 
Old Street 
London E.C.1 


Alternatively use a company registrar or company reg- 
istration agents, listed in the Yellow Pages. 


If you are looking for a company and know it has an 
associate company in the London area, go to the library 
and check Kellys Directory. This lists the names and phone 
numbers of firms, street by street. 


Bankruptcy Notices 

Details of bankruptcy proceedings are listed in local 
newspapers. Most newspaper offices will let you consult 
back numbers, or if not, the library. It is a good idea to start 
your own file of these adverts and those concerning com- 
panies being liquidated or wound up, or in receivership. If 
you are asked to trace someone regarding a debt, but a re- 
ceiver is involved, this is the person who should be con- 
tacted. 


Factoring Companies 

Factoring companies buy up debts at a discount and then 
try to collect the money owed, and are listed in the Yellow 
Pages. They are another possible source of work. 


Guide To Process And Affidavits 


If you want a reference guide to process and affidavits, 
with examples of many types, write to: 


Process Servers Companion 
Lindsey Security Consultants 
103 Victoria Road 

Victoria Villa 

Mablethorpe LN12 2AL 
Lincs. 


Other Private Investigators 

Finally, you will almost certainly want to contact other 
private investigators sooner or later. Many will be in the 
Yellow Pages. but there is also a specialist guide: 


British Directory of Investigators and Process 
Servers 

Varsity Publications 

2A South Parade 

Oxford OX2 7YB 


You can also get in touch with: 


Association of British Investigators Ltd. 
A.B.I. House 

10 Bonner Hill 

Kingston-upon-Thames KT! 3EP 

Tel: 0181 546 3368 


You might even decide to apply for membership. 


Test Your Knowledge 


Note: The test for this section is a little different. You may or may not have been told the answers to the questions or 
exactly where to find them. If this doesn't seem fair, that's how life is. To succeed as a private investigator you have to get 
into the habit of solving problems yourself, because out there on the streets there's no-one but you. It's not like being an 
underling in a company or some other organization, when as a last resort you pass a problem over to the boss when you 
can't find a solution. From now on you are on your own. In any case, although you have not been given the answers to all 


these questions, you have been told how to go about finding them. 


1. What are the names of the three main London airports 
and how do you get travel information for them? 


2. What areas are covered by the telephone dialling code 
01457? 


3. You are trying to trace someone with a very unusual 
name who lives in Leighton Buzzard, but directory enqui- 
ries won't help without the address. What is the number of 
the phone book you need to search for yourself? 


4. What area is covered by the post code PL14? 


5. You want to place an advert to trace someone who is a 
devout Jew. Where is the office of a suitable publication? 


6. You have the phone number of an offshore bank ac- 
count a fraud suspect has opened in Niue. What is the dial- 
ling code and would 3 p.m. G.M.T. be a good time to phone? 


7.If you lived in High Walk, Northstead, Scarborough, 
what would your post code be? 


8. Where would you find details of charges on a property 
in the High Peak district of Derbyshire bought in 1990? 


9. And on a house in Colchester, bought in 1984? 
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10. You want to check the date of birth of a moderately 
well-known person who has just died. Where do you look? 


1 1. What if the person died about two years ago? 


12. What good all-round reference book should you check 
for addresses of professional associations, and much more? 


13.What reference book is a guide to other reference books 
and sources of information? 


14.It is 14th. February and you think someone moved to 
an area the previous September. What is the easiest way to 
check? 


15.Where would you start looking for details of births, 
marriages and deaths? 


16.A millionaire client has paid you in advance to trace 
her daughter, illegally snatched by her estranged husband 
who is working for the United Nations in Ouagadougou. 
You fly there only to discover they have just left for Abidjan, 
but not by air. What do you do to intercept them when they 
arrive in Abidjan? 


17.How could you get from Lethbridge to Medicine Hat, 
and from Medicine Hat to Moose Jaw, if you didn't want 
to drive? 


Electronic Eavesdropping 


Equipment, Techniques And Counter-Measures 


Electronic eavesdropping is fascinating, often illegal, 
and may be used against you. For this reason it is neces- 
sary solely for self-protection to have knowledge of all 
possible techniques and counter-measures, even if you have 
absolutely no intention of bugging anyone yourself. 


All of the following are illegal in the U.K. 


* The interception of telecommunications 


* Connecting unapproved items to public telecommuni 
cations networks 


* The operation of unlicensed transmitting devices 


The disadvantage of most electronic surveillance equip- 
ment is that it is open to interception. If you are trying to 
detect or prevent illegal surveillance, this is an advantage. 
However, bear in mind that using unlicensed or illegal 
equipment is still not legal even when the aim is counter- 
measures against someone else's unlawful action. 


Telephone Bugging 


All telephone calls are vulnerable to interception in the 
following ways: 


* Physically tapping into the line outside the building, 
possibly with voice-activated equipment 


* Concealing a tape recorder and automatic tape starter 
attached to the line inside a building 


* Radio frequency taps, placed anywhere on the line, ac- 
tivated by an FM radio, possibly in a car 


* Scanning cordless phones electronically from anywhere 
in the neighbourhood (tuning to frequencies published in 
electronic hobbyist magazines — a common range is 46.610 
to 46.970 MHz) 


* Computer-aided scanning of mobile phones or even 
making a "clone" of your mobile — so that the bill for scan- 
ning is sent to the target! (details published in electronics 
magazines) 


* Hacking into public telephone systems, using sophisti- 
cated computer programming techniques 


Telephone Bugging Countermeasures 

* А voltage spreader will control the voltage and prevent 
a tape starter from switching on. However, this is not ef- 
fective against radio frequency taps, nor voice-activated, 
wherever they are installed, nor against hacking. 


* Cordless and mobile phone messages are often 
scrambled — but they can be descrambled, too. So encrypt 
your messages yourself, whatever kind of phone you are 
using. Massachusetts Institute of Technology (M.I.T.) is 
planning to offer free computer software to do this, on the 
World Wide Web. 


Telephone Tone Decoders 

Some telephones reveal the number the caller is phon- 
ing you from, but if yours doesn’t, special tone decoders 
are available. Most work on both the modern computer- 
ized systems and the older exchanges, but others are only 
effective with the more recent equipment. 


Interception Of Faxes 

Faxes can be intercepted simply by attaching another 
fax machine to the target’s phone line, without resorting to 
using sophisticated bugging equipment. Encrypt your fax 
messages, too. 


Answering Machine Intruder 


Even if you have set a security code on your answering 
machine — and how many people do? — it can be cracked 
electronically. The electronic intruder works by phoning 
your answering machine as if it were you playing back 
messages on your machine from another location. All pos- 
sible codes are tried in a rapid pulse-burst of data until the 
correct one is found — usually within less than a minute. 
From then on all your messages are vulnerable and can be 
listened to, recorded and even redirected or erased. 
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An effective counter-surveillance device inserted be- 
tween the answering machine and the phone line simply 
disconnects the line if it detects the pulse-burst. 


Reading Your E-Mail 


If you send or receive messages by e-mail using a com- 
puter they are vulnerable to interception. Always use an 
encryption program. Phil Zimmermann's program “Pretty 
Good Privacy" (P.G.P.) is offered free by МІТ. on the 
World Wide Web. 


Scanning Information On Your Computer 


Screen 


Radiation emitted from your computer allows whatever 
information is on the screen to be read from outside the 
building. This applies to data entered using the keyboard, 
or a disk, or a message sent by phone, even when transmis- 
sion of the message was encrypted. The only effective 
counter-measure is extremely expensive “tempest standard" 
shielding of an entire room, even any wires and pipes lead- 
ing into it. Always disconnect your phone line from the 
modem before bringing a message onto the screen to en- 
crypt it, or your message may be read off the screen before 
it is encrypted. 


Bugging Ordinary Conversations 

Simple radio-type baby alarms can be adapted for elec- 
tronic bugging of ordinary conversations, and are cheap 
and readily available. D.I.Y. bugging devices can be put 
together for a few pounds from kits sold in electronic hob- 
byists’ magazines, particularly those in the U.S.A. Their 
range is from a few hundred feet up to a mile or so, de- 
pending on design and the location used. 


Pulse-Burst, Passive, Wall-Contact And 
Infra-Red Devices 


A much more sophisticated pulse-burst transmitter re- 
duces the risk of detection by anyone scanning the air waves, 
as it stores conversations and then transmits them in com- 
pressed-data form in one rapid burst. It is very difficult to 
detect because of the limited transmission time. 


Passive bugging devices do not even have a transmitter 
and so are virtually impossible to detect electronically, only 
by a physical search. They work by directing a microwave 
beam at a passive bug, which acts as a microphone. 


Anyone with access to an adjoining room or apartment 
can use a wall-contact amplifier system (W.C.A.S.). This 
is a highly-sensitive limpet-microphone which can be fixed 
to a wall, connected to a powerful amplifier. The most ef- 
fective can relay conversations through a brick or concrete 
wall, and even the most basic are effective with timber or 
chipboard partitions. 


An infra-red bugging device 1" x 1" x 1/2" can detect a 
whisper from twenty feet away. The necessary transmitter 
and receiver could be put together by any competent elec- 
tronics hobbyist for around £20 using readily-available 
parts. The only other requirement is a direct line-of-vision 


for the infra-red beam. However, infra-red equipment can 
be detected by night vision devices (see night-time surveil- 
lance section). 


Bugs Using Electrical Wiring And Phone 


Lines 

Carrier-current transmitters operate by using the elec- 
trical wiring of a building, both for their power and to send 
the signal. They operate on very low frequencies below the 
AM band, and rarely function beyond the building where 
they are installed. requiring a listening post in a nearby flat 
or office. However they are difficult to detect, and last for 
ever, as they do not need batteries. 


Infinity transmitters have to be physically hidden in the 
room to be bugged, but then work through the phone line. 
They transmit all conversations – not just those on the phone 
— to anywhere in the world. The snag is that the listener has 
to set the bug by phoning, and there is a single audible 
ring. followed by another two minutes later. If the target 
picks up the phone after the first ring, the system has to be 
reset. A way round this problem is to link the bug to a spare 
phone line in the same office block or a nearby flat and 
give it an ex-directory number. 


Devices On The Body Or Concealed In 
Portable Objects 


Microphones can be worn on the body, concealed in 
special briefcases, or harmless-looking objects left in 
someone's office. They could even be handed over as a gift 
to an unsuspecting target. These include desk and pocket 
calculators. pens and even a credit-card-size transmitter 
which might be left in a book or diary. 


Realistic-looking wall sockets and plugs working off 
the target's mains electricity include miniature transmit- 
ters. Special phone sockets also contain transmitters. The 
receivers for these transmitters can be pocket-size and bat- 
tery-operated. working off a cigarette lighter in a vehicle, 
or built into a special slim-line briefcase. 


Surveillance devices do not always need someone lis- 
tening in. as they can be voice-operated (sometimes called 
У.О.Х.). only transmitting when someone starts talking. The 
latest compact and portable audio-surveillance devices use 
four tracks to provide eight hours of recording time on a 
single standard cassette. 


Countermeasures Against Bugging 


Conversations 

Bugging systems can be sabotaged just by leaving a 
radio or TV turned on in the room at high volume while 
you are out. А VOX device will transmit hours of useless 
conversation. When you are in and have a meeting with 
someone, a whispered conversation is unlikely to be heard 
above the noise on any kind of bug. Even experts will have 
problems filtering out loud background noise. As an extra 
precaution unplug the phone from the wall. 


Audible jamming equipment using a high-frequency 
tone is another option. The disadvantage is that it is obvi- 
ous to listeners that you are aware of the danger of bug- 
ging, and they will turn to other methods. Of course a very 
simple counter-measure if you suspect bugging is to write 
down what you want to say, and then burn the paper. 


Counter-Surveillance Scanners 


If you want to actually know if you are being bugged 
using radio transmitters (never assume there is just one) 
the most frequently-used range to scan is 365 MHz to 455 
MHz. Counter-surveillance scanners are available which 
search for transmissions anywhere in the range 1 MHz to 
2000 MHz. Sometimes a transmitter is designed to 
"muggle" a signal by transmitting it close to the frequency 
of a radio station, however this does not mean detection is 
impossible. 


There are three basic types: 


* A signal monitor just tells you that a transmitter is be- 
ing used. 


* Directional detectors can lead to the source of trans- 
mission, using bar graphs or audible bleeps. 


* Listening-in scanners allow you to hear what is being 
transmitted. 


Voice Changers 

Even when a conversation is carried out using a set of 
prearranged code words, just recognizing a person's voice 
can provide a vital clue or evidence. Voice changers avoid 
this danger by altering the tone and pitch of someone's 
speech, changing the accent and even transforming a fe- 
male voice to a male voice and vice versa. A snag of some 
of the cheaper ones is that there is a slight but noticeable 
delav. 


Bumper Beepers 


Bumper beepers are tracking devices to be hidden on a 
vehicle which will supposedly reveal its location. How- 
ever. most of them have a very limited range. It's not ad- 
visable to pay a lot unless there is an unconditional money- 
back guarantee. 


Miniature Video Cameras 

Miniature video cameras only 1" x 1" x 1/2" have been 
offered for sale in electronic hobbyist magazines for sev- 
eral years. They come with a transmitter the size of a small 


stack of coins, powered by a nine-volt battery. Pinhole-lens 
video cameras are also available from specialist firms, who 
will install them in walls, ceilings or even sprinkler sys- 
tems. Never let anyone have unsupervised access to your 
home or office unless it is someone you trust implicitly. If 
you suspect there may be pinhole lenses in the wall or ceil- 
ing, painting all surfaces will obscure them. 


Sources Of Equipment — Sale Not Always 
Illegal, Just Its Use 


Sometimes the sale of equipment is not illegal, just its 
use. Many of the devices we have described are readily 
available from electronic stores. In those run by enthusi- 
asts the proprietor will usually be eager to show off knowl- 
edge and expertise. The following specialist company, es- 
tablished over twenty years ago, claims to be the largest of 
its kind in the world, manufacturing audio surveillance 
equipment, and supplies governments and private custom- 
ers: 


Lorraine Electronic Surveillance 
716 Lea Bridge Road 

London E10 6AW 

Tel.: 0181 558 4226 

Fax: 0181 558 1338 


Personal callers are welcome, but for extra confidenti- 
ality advice is given by phone or fax, and orders are des- 
patched the same day if payment is made by credit card. 
However, their catalogue contains a warning that equip- 
ment is intended for export to countries outside the Euro- 
pean Union, and that it is the purchaser's responsibility to 
comply with local laws on its use. 


Further Information 


In the space available we have been able to give just a 
brief review of basic eavesdropping methods and counter- 
measures. If this has whetted your appetite, look for books 
giving comprehensive coverage of the subject. Also read 
specialist magazines for electronics enthusiasts — not for- 
getting the adverts, which can be the source of intriguing 
catalogues. 


Important Note 

This section has no questionnaire to test your knowl- 
edge. It is meant to be used for reference only. Description 
of methods and equipment should not be taken to mean we 
are sanctioning their illegal use. We are not! 


First Steps To Success 
No Office Or Big Capital Investment 


Private investigation must be the simplest business to 
get started in. Your biggest capital investment is in your 
hands as you read these words. You have already made the 
first step to success by equipping yourself with all the 
knowledge needed to begin a new fascinating career. No 
certificate or licence is required — at least not in the United 


Kingdom. It is enough for you to know you are qualified. 


Presumably you have a car, a phone, and perhaps an 
answering machine. It is better if the car isn't an expensive 
one, but an unobtrusive model which doesn't stand out in a 
car park. 
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No Office Or Accountant Needed 


You don’t need an office, because you are going to visit 
your clients, and can work from home. A fax machine is 
handy, but if you haven’t got one find a shop near your 
home where faxes can be sent for you to collect. Until you 
start to make money, spend the absolute minimum. In par- 
ticular, don’t go to an accountant immediately. Just keep a 
simple book with one list of income received and another 
list of expenses. However, ask for invoices for everything 
you buy, even apparently trivial items like car park fees — 
they all add up over the year. File invoices in date order, so 
you can sort out your tax at the end of the year. You may 
pay less tax by ending your first accounting year round 
about the end of the tax year in April, rather than using a 
full twelve-month period, but don't worry about that now. 


You ought to make self-employed social security pay- 
ments, but the Department of Social Security may waive 
these if you talk to them in advance and convince them 
your earnings are going to be very low to start with. Also 
check with the Customs and Excise what income you cur- 
rently need to have before registration is compulsory. Right 
from the beginning ask for V.A.T. invoices for purchases, 
as you may then be able to claim back tax paid if you reg- 
ister. 


Mobile Phone Useful 


А mobile phone is useful, as it does away with the need 
for someone to take messages from those people who don't 
like talking to answering machines. It also gives you the 
opportunity of communicating with another investigator if 
two of you are working on a case together, but it is defi- 
nitely not essential. 


Simple Letterheads And Cards And 
Catalogue Of Legal Forms 


What you do need is simple letterheads and business 
cards plus your own identity card. A typewriter and the 
ability to type will make you appear more professional, 
and a word processor would cut down the time needed for 
paperwork, particularly publicity — assuming you know how 
to use it. If not, be prepared to spend a little time becoming 
computer-literate. 


Get hold of catalogues of legal forms such as affidavits 
from specialist firms like Oyez and Stat Plus, which have 
shops and offices in many cities in Britain, listed in the 
phone books. Also start a collection of maps and street 
guides, including free ones produced by estate agents and 
tourist information offices. Some of these may cover smaller 
towns and villages off the edge of those maps you have to 
buy. 


Don't Get Bogged Down In Bureaucracy 
And Bookkeeping 


It is vital not to get bogged down in bureaucracy and 
bookkeeping when you're getting your new business off 
the ground. Do the minimum of paperwork possible unless 
it’s earning you money, or has the potential to provide ex- 
tra income — for example preparing mail shots or distribut- 
ing publicity material. Don't sit at home waiting for work 
to come to you. Get out on the streets, visit people in their 
offices, talk to them, make yourself known and leave a let- 
ter or a card. This is the best way to find that first vital 
assignment. The rest will follow. 


————————————————— 


Your First Assignment 
Vetting Yourself, Tracing A Long-Lost Relative 


So you've done everything: sent out letters, visited so- 
licitors and finance companies and set ир appointments to 
discuss business. Suddenly you've got an attack of the 
nerves. 


What if you can't do what you've promised you can? 


Some Financial Information About Yourself 
May Surprise You 


One way to find out is to practise on yourself or friends 
and relatives. Why not vet yourself? Run all the checks 
you would carry out if doing it for a client. 


You might be surprised at some of the information held 
on yourself, particularly by credit agencies — not necessar- 
ily correct. However, there is a way of altering incorrect 
credit records, which you will discover during your checks. 


Offer to do the same for a relative. If a friend harbours 
suspicions about a spouse, this could be your first matri- 
monial case. Or try to trace a long-lost relative. 


You will quickly realize that investigation work isn't 
difficult if you go about it methodically and always search 
for the solutions beyond the first obstacle you come across 
— and the second and the third. 


Very soon you'll wonder how you ever had time for 
such unpaid favours for family and friends. 
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Answers To Test Questions 


How to Find Work: 1D,2C,3 B,4 A. 


Methods of Tracing People: 1 D, 2 H,3G,4A,5C,6B, 
7F,8E. 


Fraud: 1 K,2D,3F,4L,5H,6A,7C,8B,9J, IOE, 11 
L 12 G. 


Finding A Runaway Teenager: 
17, 2Е3В, 46, 5H, 6A,7L8E,9 K, 10C, 11 D. 


Abduction By A Parent: 1 C, 2 A, 3 D, 4B. 


Surveillance: Insurance - Insurance Companies: 
1B,2C,3A. 


Surveillance - Commercial Assignments: 
1D,2A,3H,4C,51,6G,7E8E, 9B. 


Surveillance- LandlordAiming To Evict A Tenant: 
1B,2C,3A. 


Surveillance - Domestic Cases: 1 B,2C,3A. 


Advanced Surveillance Techniques: 
1R,2G,3L,41,5N,6Q,7M,8P,90, 10A, 11 D, 12 B, 
13 F, 14 E, 15 C, 16 H, 17 J, 18 K. 


Advanced Surveillance By Vehicle: 
1L.2J.3M.4H, 5A, 6K,7B, 8.9 C, 10E, IL D, 12G, 
13 F. 


Advanced Surveillance On Foot: 
1G,2K,3Q,4M,50,6R,7L.8N,9A, 10P,11C,12 
D, 13 F, 14 B, I5 E, 16H, 17 J, 181. 


Advanced Surveillance By Public Transport: 
1G,2E,3E4A,5C, 6B, 7D. 


Advanced Surveillance - Flights And Ferries: 
1H,2F,3E,4B,5G,6A,7C, 8D. 


Advanced Surveillance - Night Operations: 
1E2D,3E,.4A4,5C,6L7H,8G,9B. 


Dress, Disguise, And Mannerisms: 
1L,2Q,30,4K, 5R, 6M, 7P,88S,9A, 10D, 11 F, 12 B, 
ІЗ C, 14 E, 15 J, 16 G, 171, 18 H, 19 N. 


Vetting People: 
1H,2,3RE4A,5B,6G,7L8C,9E, 10D. 


Industrial Espionage: - 1 E, 2 G, 3 A,4C,5D,6B,7F. 


Process Service: 

1 X, 2 BB, 3 H, 4Z,50,6R,7V,8FF, 9L, 10 CC, 11 HH, 
12 №, 13C, 14 D, 15 F, 16 GG, 17 DD, 18A, 19 Е, 20Р, 21 
Ј, 22 B, 23 AA, 240, 25 S, 26 EE, 27 К, 28 Y, 29 W, 30 T, 
31 I, 32 G, 33 M, 34 Q, 35 JJ, 36 KK, 37 II. 


Means Or Status Reports: 
1M,2P,3H,4R,5T,6J,7N,8U,9A, 10K, 1] E, 12G, 
13 S, 14 L, 15 F, 16 D, 17 B, 18V, 19 C, 201, 21 O, 22 Q. 


Repossession Of Goods And Houses: 
1 F, 2 H, 3 N, 4 R, 5 J, 6 P, 7 L, 8 C, 9 A, 10 B, 11 D, 12 
E,13 G, 14 Q, 15 I, 16 K, 17 M, 18 O. 


Interviews And Taking Statements: 

1 AA, 2 Z, 3 R, 4 H, 5 J, 6 K, 7 N, 8 P, 9 BB, 10 GG, 11 U, 
12 T, 13 Q, 14 X, 15 II, 16 A, 17 E, 18 G, 19 B, 20 L, 21 
EE, 22 V, 23 DD, 24 O, 25 FF, 26 HH, 27 CC, 28 C, 29 F, 
30 S, 31 I, 32 JJ, 33 M, 34 W, 35 D, 36 KK, 37 Y. 


Affidavit - Preparing And Swearing Them: 
10,21,3G,4H,5P,6J,7B,8M,9A, 10D, I1 E, I2F, 
13N, 14 C, 15 L, 16 K. 


Powers Of Arrest And Points Of Law: 
1H,2E,3G,4F,5A,6C,7D, 8B. 


How To Write Good Reports: 

1 M, 2 U, 3 AA, 4 J, 5 T, 6 EE, 7 R, 8 DD, 9Y, 10 СС, 11 P, 
12 W, 13 BB, 14 B, 15 Z, 16 L, 17 C, 18A, 19 FF, 20 X, 21 
D, 22 I, 23 H, 24 E, 25 N, 26 G, 27 F, 28 O, 29 Q, 30 K, 31 
S, 32 V. 


Appearing In Court: 
10, 2P, 3 J, 4M, 5L, 6 N, 7A, 8 D, 9 G, 10B, 11F, 12 H, 13 
K, 14E, 15C, 161. 


Payment: 
1N, 2L, 3 O, 41I, 5P, 6 J, 7 M, 8 K, 9 A, 10E, 11 D, 12 F, 
ІЗ B, 14 G, 15 С, 16 H. 
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Written Information – Test Your Knowledge 


Answers: 


l. Heathrow, phone (0181) 759 4321; Stansted, phone 
(01279) 680500; Gatwick, phone the specific airline di- 
rect. [Source: Any U.K. phone book, useful numbers pages.] 


2. Glossop, in Derbyshire, and Saddleworth, near Oldham, 
Lancashire. [Source: The difficult way is wading through 
the national codes pages of any U.K. phone book. But do- 
ing that you might have stopped when you found Glossop, 
and there is an easier way mentioned in this section.] 


3. Volume 328, for Luton, Dunstable and Leighton Buz- 
zard. [Source: Any U.K. phone book, publications pages.] 


4. Liskeard, in Cornwall. [Source: Already mentioned in 
this section.] 


5. Jewish Telegraph, Telegraph House, Bury Old Road, 
Manchester M25 8HH. [Source: Writers’ and Artists’ Year- 
book.] 
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6. The country code is 683, preceded by 00 for interna- 
tional, but don't expect an answer at 3 p.m., as there is an 
eleven-hour time difference. [Source: Any U.K. phone 
book, international codes pages.] 


7. YO12 6BL. [Source: Royal Mail postal address book.] 


8. The District Land Registry, Nottingham, because reg- 
istration has been compulsory in that area since December 
1987. [Source: H.M. Land Registry, London, listed in your 
local phone book.] 


9. The District Land Registry, Peterborough, if registered, 
but possibly the Land Charges Department, Plymouth, if 
unregistered, as registration only became compulsory in 
that area in November 1986. [Source: H.M. Land Registry. 
London, listed in your local phone book.] 


10. In Who's Who. [Source: The librarian in a good pub- 
lic library.] 


11. In Who Was Who or the Dictionary of National Biog- 
raphy. [Source: Public library.] 


12. Whittaker's Almanac. [Source: Public library.] 


13. Walford's Guide to reference material, a comprehen- 
sive three-volume work. [Source: Public library.] 


14. In the electoral register, which should include the 
names of everyone resident on 10th October. The new reg- 
ister is issued on 16th February. (Source: Council offices 
or public library.] 


15. Locally at the Registrar of Births, Marriages and 
Deaths, nationally at St. Catherine's House, London. 
[Source: Your local phone book.] 


16. Fly there and wait at the train station. The train jour- 
ney takes over twenty-four hours. [Source: The Thomas 
Cook Overseas Timetable, available every two months at 
Thomas Cook travel agencies. This publication includes a 
mass of information on train, bus and shipping services 
worldwide, except for Europe, which is in a separate guide.] 


17. By Greyhound bus, telephone Lethbridge 403 327 
1551. [Source: The Thomas Cook Overseas Timetable.] 


NIGHT SKY 


We Publish Confidential And Difficult To Obtain Information 
That Can Improve Your Life 


Additional copies of this publication. THE COMPLETE 
PRIVATE INVESTIGATORS HANDBOOK, are available 
by mail order priced £20 each. 


Also available by mail order: 
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